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1—~Orientation

Accounts Payable is the business function whereby the Commonwealth's obligation to pay an external
or internal vendor is recorded and the actual disbursement of funds is established in an efficient and
timely manner; with proper referencing; within the explicit terms of the contract, if applicable; and with
all due flexibility. Applicable references are:

e FAP 120-05-00 - Prompt payment of vendors-PENALTY PAYMENT ONLY (To be used for
finance charges, late fees, etc ONLY)

e FAP 111-45-00 - Payments
e FAP 111-58-00 — Procurement Card Program
e KRS 45.451 - 45.458 — Penalty Payments

The Commonwealth of Kentucky uses Accounts Payable to pay for goods and services, including
utilities, lease agreements, professional and non-professional services and inventory items. This course
will teach the user how to perform accounts payable business processes in eMARS.

Learning Objectives

At the conclusion of this session, you will be able to:

e Use Accounting Templates and Profiles to quickly populate the appropriate accounting elements
on accounting lines;
Establish payments for Commodity Based Awards using Matching;
Use eMARS Copy Forward functionality to establish a Payment for Personal Service Contracts,
Establish a Payment for Internal Vendors;
Establish a payment against a Master Agreement using the Universal Requestor Process and
Master Agreement Search;
e Establish payments for non commodity-based A/P business scenarios (Straight Disbursements,
Revenue Refunds, Loan Payments, Multi-Vendor Payments);
Modify payment documents; and
Track payments through the process using the Disbursement Query (DISBDQ) and MATA
Table

]
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Process Flow
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The Accounts Payable Lifecycle is initiated by a user receiving a good or service from a vendor. The
vendor then sends the user an invoice requesting payment. In order for the user to initiate the
payment, the user must input a payment request into eMARS. During batch processing eMARS will
generate disbursements, which can then be sent to the vendor for payment of the good or service.
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eMARS Accounts Payable Documents

The following table provides a description of the eMARS Accounts Payable documents discussed in
this course. Payable documents that are not referenced on this table or in this course are travel
documents, internal accounting transfer documents, and the pcard document. Travel documents are
discussed in an Independent Study Guide located on the eMARS website. Internal Accounting
documents are discussed in the General Accounting course. And pcard documents are discussed in
the Procurement Card Administration course.

Document Name Description
Code
IN Invoice e Used in two and three-way matching to
identify the receipt of the vendor’s invoice for
payment.

e Contains commodity level detail.

e |s not a payment document.

e Must be completed in the two and three-way
matching process to generate a payment
request document (PRM/PRMI).

e Will reference one of the following award
documents: DO, DO2, PO, PO2, CT, CT2,
(CTT1 or CTT2--KYTC only).

e (Can be set to recur using the Future
Document Triggering (FDT) table.

RC Receiver e Used in three-way matching to identify the
receipt of goods or services.

e Contains commodity level detail.

e Must be completed along with IN document
in the three-way matching process to
generate a payment request document
(PRM/PRMI).

e Will reference one of the following award
documents: DO, PO, CT or (CTT1—KYTC
only).

PRM Payment Request e Payment document that is system generated

Matching in the two and three-way matching process.

Contains commodity level detail.

Award vendor is an External Vendor.

Can not be created by users.

May be viewed by users.

Will reference IN document.

Will reference one of the following award

documents: DO, DO2, PO, PO2, CT, CT2,

(CTT1 or CTT2--KYTC only).

PRMI Internal Payment e Payment document that is system generated

Request Matching in the two and three-way matching process.

e Contains commodity level detail.

e Award vendor is an Internal Vendor.

e Can not be created by users.

]
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May be viewed by users.

Will reference IN document.

Check or EFT is not disbursed. Money is
transferred internally between departments.
Will reference one of the following award
documents: DO, DO2, PO, PO2, CT, CT2,
(CTT1 or CTT2--KYTC only).

PRC

Payment Request
Commaodity

Versatile payment document that can be
created as a standalone document or may
also reference award or master agreements.
Used to make payments against Personal
Service or Memorandum of Agreement
(PON2) awards.

May be used to pay against Master
Agreements through URCATS or
URSRCHMA.

May be used as an alternative to the
Matching process and therefore, may
reference one of the following award
documents DO, DO2, PO, PO2, CT, CT2,
(CTT1 or CTT2--KYTC only).

Contains commodity level detail.

Vendor must be External.

Can be set to recur using the Future
Document Triggering (FDT) table.

PRCI

Internal Payment
Request
Commodity

Used to make payments against Personal
Service or Memorandum of Agreement
(PON2) awards with internal vendors.

May be used to pay against Master
Agreements with internal vendors through
URCATS or URSRCHMA.

May be used as an alternative to the
Matching process and therefore, may
reference one of the following award
documents with internal vendors: DO, DO2,
PO, PO2, CT, CT2, (CTT1 or CTT2--KYTC
only).

Award vendor must be Internal.

Contains commodity level detail.

Can be set to recur using the Future
Document Triggering (FDT) table.

GAX

General
Accounting
Expense

Standalone document used to pay allowable
authorities such as reimbursements, utilities,
postage and agency specific authorities.
Cited Authority Required.

Does not contain commodity detail.

Does not reference any award or master
agreement.

Can be created with single or multiple

)
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vendors.
Can be set to recur using the Future
Document Triggering (FDT) table.

GAX2

General
Accounting
Revenue Refund

Used to pay revenue refunds.

Requires Revenue Source Code.

Does not contain commodity detail.
Does not reference any award or master
agreement.

Can be created with single or multiple
vendors.

Secured to only those departments that have
a need to pay revenue refunds.

Can be set to recur using the Future
Document Triggering (FDT) table.

GAX3

General
Accounting
Balance Sheet
Payable

Used to pay obscure payments such as
balance sheet payables, retainage,
escheated payments, etc.

May require a Balance Sheet Account.
Does not contain commodity detail.

Does not reference any award or master
agreement.

Can be created with single or multiple
vendors.

Secured to only those departments that have
a need for these types of payments.

May require an override from the Office of
the Controller.

Can be set to recur using the Future
Document Triggering (FDT) table.

MD

Manual
Disbursement

Used to generate a manual check on
demand.

Used to record Federal Wire Transfers and
investment purchases that do not result in a
check.

May reference a payment document (PRC,
PRM, GAX)

Requires approval from Department of
Treasury.

)
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Accounts Payable Workspace

The Accounts Payable Workspace takes you to the documents and tables you use every day in
eMARS. The Workspace is in the Primary Navigation Panel and by clicking on the Accounts Payable
Workspace, links are provided for quick access.

Home Personalize Help Accessibility Logout

Bucinet i

Vendor Maintenance

Meny

Thiz zection includez the vendorcustomer inguing (WCUST) aswell asthe documents WCC and WCM) uzed to addfmodify vendor records.

- r®Vendor Inquiries
P T —— Allvendors (external, intermal, customers and employees) can be found on the WCUST table.
Checkwriter Processing
Travel

Internal Payments

VendorCusomer (WEUET)

r B Vendor Documents
Mew vendorfcustomer records are added on the WCC document. Modifications to existing vendors/customers are processed on the
Chl document. Statewide Accounting Serices will approve both documents.

By selecting a link from the Secondary Navigation Panel, documents and tables are easily accessed.
Click on the links in the Secondary Navigation Panel to review the information in each. You will practice
using Workspaces during the exercises.

Payments with Commodity Detail

Personalize Accessibility Logout

Home Help

Accounts Payable

Procuremert Accounts B Cost Accounting

Accounts Pavable

wean | Payments with Commodity Detail

Vendor Maintenance
Payments with Commodr

Thiz zection covers payments containing one or mare sommodity lines.

~w Stand-Alone Payment
; Stand-Alone payments do not reference any type of award. They are primarily used for small purchase and special authority
payments.
Payment Management
. =
Checkwriter Processing Fayment Request- External Wendor (PRCY

Travel
Internal Payments

~ b Payment against award: 2-Way or 3-Way Matching
Payments referencing an award can be 2-0ay or 3-Way. A 2.0 ay match requires the creation of 3 WVendor Invaice and the 3-Wfay
matching requires the creation of 3 Vendor Invoice AND 3 Receiving document.

~ b Payment against Catalog
Create payment against an MAwhere 3 delivery arder iz HOT raquired. Select "Create Payment' chedk bow under Step 3 of the

Uniwersal Requestor (UR) document.

]
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Accounting Templates

Accounting templates provide the ability to save frequently used chart of accounts data for use in
subsequent document creation. These templates are used to populate fund and detail accounting
elements on documents.

In order to reduce data entry and minimize errors, you can establish standard accounting templates of
information that can be provided when you process documents. Using these templates, you reduce the
amount of time it takes to enter new documents. Templates also make it easier for the non accountant
type to process documents.

Basics of the Accounting Templates:

e Elements of the Accounting template are inferred after you Validate the document
e Any values entered by the user either before or after the template has been inferred will override
any values from the template

For example, a department creates an accounting template called “Postage” for use with payment
documents. The template includes fund, department, unit, function and object of expenditure. When
applying this template on an accounting line with an object already specified, the accounting template
only brings in the fund, department, unit and function. The Object Code on the document is not
replaced with the Object Code from the template.

Accounting Profiles

Accounting Profiles can be used on the Header or Commodity sections on documents of the PO and
PR (Payment Request) document types. When the Accounting Profile field is populated on the Header
and then the Load Accounting Profile action is clicked, the Accounting Distribution section is
automatically populated with the Accounting Templates and related percentages associated with the
Accounting Profile. The information may then be manipulated, if needed, prior to selecting the
Distribute Accounting action. When the Accounting Profile field is populated on the Commodity
Line, then the accounting lines are automatically generated when the document is validated.

NOTE: Accounting templates may be used on both Commodity-based and Non-Commodity based
documents. Accounting Profiles are used only on Commodity-based documents.

For further questions about creating, modifying and searching for Accounting Templates, you can
refer back to the eMARS 110 Chart of Accounts course. More information on Accounting Profiles
can be found in the General Procurement manual.

Object Codes or “E” Codes

Object Codes or “E” Codes are used to identify the type of expenditures being obligated against an
agency’s budget. These codes are referenced on many reports, both statewide and agency specific.
Therefore, in order to get an accurate representation of actual expenditures, it is important to select the
appropriate Object Code on an award (encumbrance) or payment (expenditure) documents. Users
should follow these guidelines to ensure an accurate Object Code is entered:

e Be sure the Object Code selected is represented within the proper Object Type. (Example:
Computer Equipment/Hardware has a specific Object Code within Object Types 3,6 & 7.)

¢ Avoid Object Codes with “Miscellaneous” or “Other” as part of the name when possible.

e Use the Expenditure Object Classification report within the Statewide Reports/Chart of Accounts
folder or the spreadsheet posted at
http:/finance.ky.gov/internal/eMARS/Chart+of+Accounts.htm to aid in your selection of proper
Object Codes or contact your agency’s Fiscal Officer for specific object codes.

]
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Event Types

Event Types are used on the accounting line to signify what posting codes will be used while also
bringing in specific rules for data entry concerning referenced transactions, customer codes, vendor
codes and all defined chart of account elements in the system.

All documents will have allowable event types defined and a single default event type identified. The
user can either let the event type default or select an event type from the pick list for a particular
document. Only the allowable event types will default for the document. A user entered event type will
override the default. In other words, the system will never default an event type over one entered by a
user. If the data entered is not correct for the event type or the document, error messages will be
issued.

NOTE: Under most circumstances you will not need to select the event types. Instead, allow the event
type to infer.

Document Event Description
Code Type
PRC APO1 Authorize Normal Payment (Default)
XPRC PRC Enc Correction
XPSC UPPS Interface Only
PRCI IN30 Internal Reimbursement Purchase w/Cash (Expenditure/Reduction to
Expenditure)
IN32 Internal Quasi External Purchase w/Cash (Expenditure/Revenue)
PRM APO1 Authorize Normal Payment (Default)
PRMI IN30 Internal Reimbursement Purchase w/Cash (Expenditure/Reduction to
Expenditure)
IN32 Internal Quasi External Purchase w/Cash (Expenditure/Revenue)
GAX APO1 Authorize Normal Payment (Default)
GAX2 XP09 Revenue Refund (Default)
GAX3 AP18 Asset Payout Authorization (Default)
APO3 Authorize Retainage Payment
APOQ8 Authorize Unreserved Credit Balance Refund
AP12 Authorize Escheat Payment
AP14 Forfeiture or Retainage to Expenditure
AP15 Forfeiture of Retainage to Undistributed Receipts
&
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2 — Matching Payments

NOTE: Processing payments through the matching process is not mandatory, only Optional.
Departments may process payments by using the Copy Forward feature from Award documents.

Overview of Matching Process

Two-way and three-way matching are controlled centrally. Certain award documents are set up to allow
two-way matching and others are set up to allow three-way matching. In general, service type contracts
(excluding Personal Service and Memorandum of Agreement) will require two-way matching. ltem or
good type contracts will require three-way matching. Users will not be able to determine two-way and
three-way matching when creating an award.

There can be three phases / documents in Matching:
1. Order document
2. Receipt/Receiver document (Three-way matching only)
3. Invoice document

Once all matching documents have been created and matching requirements met, payment request
documents will be generated through the nightly cycle.

Each is explained in the following several pages. Invoicing will be explained before Receiving, as
receiving is only involved in a three-way match. Notice that Invoicing is the last step in the matching
process for both two-way and three-way matching.

]
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Matching Requirements and Eligibility

PO Document Types

Two-way matching (order-invoice) is primarily used for service-type contracts (excluding personal
service contracts and memorandums of agreement) where a receiving document is not required. The
order is established by the award document codes (DO2, PO2, CT2).

CT2 document with two-way matching

Budget Co

Accounts Receivable

Welcome, &M Procurement  Accounts Payable

CT2 - 758- 0600000002- 1- Hew- Draft

CTZ 758

Document View

Heacer

Accounting Cistribution

% By v

1 Employmert services

Wendar Load T and C ShipsBill To Lines
Business Tyne Line | CL Description | Line Amount | Modified
Sub Yendor

Foa0000 false

Terms and Condtions
Special Instructions

" Commaocity
General Information

Reference

ShipringBiling
Specification

Iatching

Retainace

Tolerance

Cizcourt

Commocity T &C

Insert New Line Ingert Copied Ling

| Actian Menu I

First Prev o To Next Last
Wendor 1: *

Load T and C ShipsBill From Header
¥k

 bGeneral Information

r PReference

r bShipping/Billing

 PSpecification

Accounting
Posting

Supparing Documerts

Document Comments

Document History
Document Reference

Future Triggering

- whatching

Irwe Causantity |D.DDEIDD

Irey Contract : |$D.DEI
Irty Armiount |$D.DD

Rec Quantity |D.DDEIDD

Rec Contract : |$D.DEI

Rec Final: [

Pail Quartity - [0,00000

Paid Contract : ID.DD

Bt couat . (100

Match Indicator  [Order - Imvice

I Final : -
Famg FIar. |
 PRetainage
 bTolerance
r bDiscount
Top
[ T e T et veisme [ Submit | clese ]

)
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A three way match (order-receipt-invoice) is required for the payment of most Goods. The order is
established by the award document codes (CT, DO, and PO) and will be used for orders of tangible

goods, thus requiring a receiving document to be processed.

Document View
Header

Purchase Order document with three-way matching indicated

endar

Buziness Type

Sub Wendar

Accourting Distributian
Tettns and Condtions

PO - 758- 0600000001- 1- New- Final

Load T and © Ship/Bill To Lines

Line | CL Description | Line Amount | Modified

& By v

1 Computer

F0.00 falze

Specisl Instructions

" Commodity
General Infarmation

Reference

Inzert Hew Line Insert Copied Line

| Actian Men I

First Prew Go To Hest Last
Wendar 1: WCO000100002 >

Load T and © Ship/Bill From Header

ShippingBiling

Specification

tatching

Retainage

Talerance

Digcount

Commacty T &2
Aecourting
Posting

Supparing Documents
Document Comments

Document History
Document Reference

Future Triggering

wh

- bGeneral Information

r PReference

r ShippingBilling

r bSpecification

~whatching

Ity G antity |D.DDDDD

Ir Contract: |$D.EID

Rec Quantity |D.DDDDD

Rec Contract |$D.DD

Paid Quantiy - |0.00000

Paid Contract : |0.00

InvAmoum:'mDD— RecFinal: [~ Faid Amount: 0.00
invFinal: [P Match Indicator ; |Order- Receipt - Invoice
Paid Final: [~
r PRetainage |
r bTolerance |
¢ bDiscount |
Top
[ e [ it Jowyfowsd ] Close |

)
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Vendor Invoices (IN)

The “invoice” is established by the IN document and is required in both two-way and three-way
matching. Upon receipt of the Vendor’s invoice, the accounts payable office will create an Invoice (IN)
using the Invoice Search (INSRCH) table, which will reference the order.

Procurement

Accounts Payable -
start Sawe Al Cl

Invoicing Search

Menu

M Standaloens Inveice Browse Clear
Payment against award: 24
" Enter Wendor Invoice (NS Doc Code IF'O Commodity Code I
Receive Goods (RECSRCH
Department:l?SB lssuer Code :I
; Coc 1D :| Reguestor Code :I
Payment Management I—
Checkwriter Processing Procurement Folder:
Iravel Vendar:l

Internal Payments
Doc Code | Department Phase | Description # of Lines

~ PO 75d 0500000001 - Final Computer WCOO0D1 00002 Office Depot 1 0252872008

Copy First Prev Mext Last
Select Lines To lnvoice

The account payable user will be required to review the IN and enter required information such as the
amount for payment (partial/full), vendor invoice information and the scheduled payment date. If the
Invoice quantity or Service Contract amount is not equal to the corresponding value from the award
(“order”), then the user will be required to record a condition code and document the reason for the
partial invoice. Once complete, the IN document is submitted for approval. After all approvals have
been applied and all matching criteria have been met, a Matching Payment Request (PRM) document
will be generated during the nightly batch cycle

NOTE: Searching by the Document Code, Department and ID is recommended as it is a unique.
However, if the specific document ID is not known, other methods are available such as searching by
vendor. In addition, the wildcard “*” may be used.

]
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eMARS Course 1320 Accounts Payable

Key Fields on IN document

HEADER SECTION

The information, in the Required Field column in the table below, must be entered on the IN document
for the document to be submitted. The table below contains information in the Header section.

Secondary Sub-Section Key Field Required, Optional Comments
Navigation or Inferred?
Panel
Header General Invoiced Required Will default to today’s date, but
Information Date should be changed to reflect the
issued date on the Vendor’s
Invoice.
Description Optional
Vendor Required The first 30 characters of this field
Invoice will display on the check stub, or
Number remittance to vendor.
cl-lent View IN - 758- 0600000001- 1- New- Draft
Eacler Actian Menus
zeneral Information M
Extended Description Fh
Documernt Information .
e ~wGeneral Information
Commodity

Document Comments Document Mame

Document History
Document Reference

Future Triggering

vendor : [vCODO0100002

YWendar Invaice Mumber |DDEI1
Invoiced Date |02f1 02006

—
- Total Docurment Armoaunt: - $0.00
Tracking Date : Closed Amaunt : $0.00

Invoiced Location :I Closed Date

Imvoiced by © kziemer
Kelly Ziarmer

Phane Ext:l

matt gullicksrud @@k gov

Cescription :

K

 kExtended Description

[ bDocument Information

Top

[ e Y min [ vaswe [ submt [ Gloss ]

Important Information to Remember About the Header Section

The first 30 characters of the Vendor Invoice Number field will print out on the check stub. This
field should be used to communicate data needed by the vendor to apply the payment properly.

]
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VENDOR SECTION

Secondary | Sub-Section Key Field Required, Comments
Navigation Optional or
Panel Inferred?
Section
Vendor General All fields Inferred Inferred from award. However, Address
Information Code may be changed if a different
payment address is available from the
vendor record.
Disbursement | Scheduled Required Enter Due Date from Vendor’s Invoice
Options Payment Date
Disbursement Required Value will default to STM-Sealed
Category Treasury Mailed

IN 755

Document
Header
~" Wendor

IN - 758- 0600000001- 2- Modification- Draft

| Actian Meny I

First Prew Go To Mext Last

General Information Copy Line Seleet Line
Dizhur zement Information === I

Liscourt Information - =General Information
mmuz

Commodity
Document Comments

Marme : Office Depot
AliasiDBA,

Document History
Document Reference
Future Triggering
AddressCode IADDD‘I
1303 LS 127 SOUTH
Franklin Square Shopping Center

Frankfaort
kX
40601
L3

Dishursermeant Categary ISTM ; I Single Check Flag: [

Disbursement Format - IF On-line Disbursement Regquest: [T

Dishursement Priority IBB

Dishursement Type : Check

“endaor CDntactID:I

Yendor Contact Mame :I

vendor Contact Phone |(502) 223-26500

—

vendor Contact Email :I

Wendor Contact Phone Ext. :

Handling Code :

|
i
Scheduled Payment Date : |D4;‘D5IEDDB

r BDiscount Information 1

Top

[ save Y e [ At J  vamsae [ Sumi [ Close ]

)
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Important Information to Remember About the Vendor Section

e The Scheduled Payment Date is the date the vendor expects to receive payment. Checks or
EFTs will be disbursed in enough time to reach the vendor on that date. The Scheduled
Payment date should be set to correspond with the due date on the Vendor's Invoice. If no due
date was supplied on the Vendor’s Invoice, the Scheduled Payment Date should be set to 30
days from the Vendor’s Invoice Date. This value will default to today's date so it is your
*RESPONSIBILITY* to set the value in the Commonwealth's best interest.

e The Disbursement Category will default to Sealed Treasury Mailed. However, this field may
be selected from the “pick list” by the user. Other categories are, Sealed (SAM) & Unsealed
Agency Mailed (UAM) and Sealed (STM) & Unsealed Treasury Hold (UTM).

e Users will NOT have to select Single Payment checkbox on the document. The disbursement
process will mark all payments as Single Payment.

]
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COMMODITY SECTION

Secondary Sub- Key Field Required, Optional Comments
Navigation Section or Inferred?
Panel
Section
Commodity Reference Ref Doc Code Inferred Inferred from award document
Ref Doc Dept
Ref Doc ID
Ref Award Line
Invoice Indicator Required Select Partial or Final. (DO NOT
FINAL AWARD INADVERTENTLY)
General CL Description Inferred Inferred from award, but can be
Information changed.
Commodity Inferred Inferred from award.
Line Type Inferred Inferred from award.
Quantity, Unit Required if Line Type | Inferred from award. Enter appropriate
Price is Item Quantity and/or Unit Price. Any quantity
or amount in excess of the remaining
award quantity or amount will only be
allowed up to tolerances established on
the award.
Invoiced SC Required if Line Type Inferred from award. Enter appropriate
Amount is Service Amount. Any amount in excess of the
remaining award amount will only be
allowed up to tolerances established on
the award.
Received Service | Required if Line Type | Will default to current date if no value
From Date is Service. entered. Date entered should be within
Service From & To dates of the
referenced award.
Received Service | Required if Line Type | Will default to current date if no value
To Date is Service. entered. Date entered should be within
Service From & To dates of the
referenced award
=
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Secondary Sub-Section Key Field Required, Optional or Comments
Navigation Inferred?
Panel Section
Condition Required if Quantity or Amount | Select from “pick list”
is not equal to award quantity or
amount
Reason Required if Quantity or Amount | Enter reason for partial
is not equal to award quantity or | payment.
amount
Tolerance All Fields Inferred If established,
Information tolerances will be
inferred from the award.

Important Information to Remember About the Commodity Section

Users should pay attention to the Invoice Indicator in the Commodity section. Select “Final” if
no other payments will be made against the referenced line. Select “Partial” if additional
payments are expected. Refer to the Matching Rules section later in this manual for more
information.

The IN does not contain an accounting section. Any changes to Accounting must be
accomplished by either: 1) Modifying the award or 2) Using the copy forward to a PRC.

A negative Quantity or Invoice SC Amount cannot be entered on the IN document. Additional
Lines that do not reference the award cannot be added in the IN.

The Service From and To dates on the IN must be within the Service From and Two dates on
the Referenced Award. Otherwise, the generated PRM/PRMI will reject.

If a Quantity or Invoice SC Amount is less than the amount on the reference award, a Condition
Code and Reason will be required.

If a Quantity or Invoice SC Amount is less than the amount on the referenced award AND the
Invoice Indicator is marked as FINAL, an overrideable error will be generated. This override
can be applied within the department. After the override is applied, the document should be
submitted and not validated again. (Validating will remove the override previously applied.)
For payments which recur on a frequent basis, Future Document Triggering may be used to
establish subsequent payments.

]
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IM 752 0o
Document Yiew
Header

Sendor
+ Commodity

Reference

Commodity Information
Dizcount Information
Tolerance Information
Document Comments
Document Higtory
Document Reference
Future Triggering

Personalize ibility

i

IN - 758- 0600000001- 1- Hew- Final

Commodity Line | Invoiced Oty | Unit | Invoiced Unit Price | Invoiced S5C Amount | Tax Amount | kem Total

% By v 1

Inzert Mew Line Insert Copied Line

1.00000 B $1,000.00 F0.00 F000 F1,00000

First Prev Go To Mext Last

Logout

sk
~*Reference
RefDoc Code IF'O Ref Award Line : |1
RefDoc Dept I?SB Invoice Indicator IFinaI 'l
Ref Doc ID - [IG00000001
~wCommodity Information
Wendor Invoice Line Mo |1 Received Service From Date IDQHDQDDB
Procurernent Folder : 33401 Received Service To Date © |02/10/2006
_— © t =
OL Deseription : [~ EMPUE0 :I COMPUTER HARDWARE AND =
) - PERIPHERALS FOR
Caommadity Description :
Commadity : [PIADD & RO i cCROCOMPUTERS
Line Type : IItem 'l
Tax Prafile :I
Invoiced Gty |1_DDDDD
Unit- 5O Condition ; |18
Invoiced Unit Price : [§1 000.00 Partial Payrnent
Price : $1,000.00 Invoice Pens =l
Tax Amount ; §0.00 Reason:
[tern Total |$1 000,00 =
Invoiced SC Amount |$D_DD ;l
Order @ty ; 1.00000 Additional Comment :
Order Unit Price © $0.00 ;I
Order SC Amount : $0.00
Ordered Itern Total © §0.00
Match Type : 3
FOB Mame :
 bTolerance Information ]
 kDiscount Information ]
Top
[ eat Y et Y conyFoward | Ciose ]
hlenu

)
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Receipt of Goods

The “receipt” is established by the RC document and occurs only in three-way matching. Upon receipt
of goods, the person taking possession of the goods on behalf of the Commonwealth will create a
Receiver (RC) document using the Receiving Search (RCSRCH) inquiry, which will reference the
“order”.

Procuretnent  Accounts Payable Accounts Receivable  Budget  Cost Accounting

Accounts Pavable -

s | Receiving Search

Yendor Maintenance
Payments with Commods
Stand-Alone Payment

Menu

= Memo Receipt Brovse Clear
Paymert against avward: 2-W

Enter Wendor Invoice (NS Doc Caode : IF'O Commuodity Code I
+" Receive Goods (RCSRCH
Department I?SB Shipping Location Code . I
y = Doc 1D | Issuer Code : I
Payment Management P t Folder - I— B tor Code - I—
Checkwriter Processin rocurement Folder eguestor Code

Travel Wendor: |

Internal Payments
Doc Code | Department Phase | Description #of Lines
PO 7a8 0E00000001 - Final Computer WZOOO001 00002 Office Depat 1 02/25/2008

Copy First Prev Mext Last
Select Lines To Receive

The receiving user will inspect the shipment and enter the amount received as well as indicate any
problems with the shipment. Receiver documents will be submitted to a final status by the user. No
approvals are required on RC documents.

For more information on receiving documents, please refer to the eMARS General Procurement course
materials.

Two-Way Matching (Order-Invoice)

Service related contracts (excluding professional services and memorandum of agreement) should be
established as two-way matching. By creating a PO2, DO2 or CT2, a two-way match is initiated. An
Invoice (IN) document is required. The IN is created using the Invoice Search (INSRCH) table. A
Payment Request Matching document (PRM/PRMI) is automatically generated and submitted to final
during the nightly batch cycle once the IN document is submitted and final.

Three-Way Matching (Order-Receipt-Invoice)

Item or good type contracts will require three-way matching. By creating a PO, DO or CT, a three-way
match is initiated. Both an Invoice (IN) and Receiver (RC) document are required. The IN is created
using the Invoice Search (INSRCH) table. The RC is created using the Receiving Search (RCSRCH)
table. A Payment Request Matching document (PRM/PRMI) is automatically generated and submitted
to final during the nightly batch cycle once the IN and RC documents are submitted and final.

]
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NOTE: When reviewing PRM/PRMI’s created by both two-way and three-way matching the user
may find that the PRM/PRMI has more than one IN referenced. If several IN documents are
processed with the same Department, Unit, Vendor and Scheduled Payment Date, then all these
IN’s will be consolidated on one PRM/PRMI document. Therefore, the vendor will receive one
payment for all IN’s represented on the PRM/PRMI.

HIGHLIGHTS

e For two-way matching, the document codes are PO2, DO2 and CT2

e For two-way matching, the IN document is required and will be created by the accounts payable
office
For three-way matching, the document type-document code are PO, DO and CT

e For three-way matching, the IN and RC documents are required. The receiving office is
responsible for creating the Receiver (RC) document(s) through Receiving Search (RCSRCH)
and the accounts payable office is responsible for creating the Invoice (IN) document(s) through
Invoice Search (INSRCH)

¢ IN documents are submitted into workflow for approval. RC, PRM and PRMI documents do not
require approval

Note: If no errors are encountered, PRM/PRMI documents are submitted directly to final during the
nightly batch process and require no approval. However, errors may be encountered which would
cause the PRM/PRMI document to reject. It is the department’s responsibility to check for rejected
PRM/PRMI documents daily on the Document Catalog.

]
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Exercise — Logging In to eMARS

You will use a Student ID to access the training database during class. These IDs are only set up for
the training environment. Your User ID for the production environment will be assigned along with a
new password when eMARS is implemented.

1. From the Login page, enter the following information:

Required Fields

Values

User Name Enter your Student ID posted on the PC.
NOTE: User Names are case sensitive.
Password Enter your Password and click Login.

NOTE: Passwords are case sensitive.

ADVANTAGE

User Mame : |ac:amic

Password : Im

Copyright @ 1999, 2004,
American Management Systems, Incorparated.
All rights resenred.

Uze of this sothvare iz subject to
AhIS licenze agreament.

AMS ADWVANTAGE® iz a

registered trademar of
American Management Systems, Incorpaorated.

Add AMS ADWANTAGE to your Favorites

The Home Page appears.

» Mes=sage Center
» Search

» History
L

» Administration

" n‘\\ ADVANTAGE Home  Personalize  Help  Accessibllity

Procurement  Accourts Payshble  Accounts Receivable Budget Cost Accountine

)
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Exercise 1 — Three-Way Matching with an External Vendor

Scenario

Your Department needed pens for the office. Therefore, a Delivery Order (DO) was created using
URCATS to order pens from Cardinal Office Supply. The pens have been delivered to the district office
and Cardinal has submitted their invoice for payment. The DO requires a three-way match and the
receiving office has created an RC using RCSRCH. Now the accounts payable office must create an IN
using INSRCH. Through the matching process, a PRM will be generated for payment.

Task Overview

Create an IN document for a three-way match. A PRM document is automatically generated in the
nightly batch cycle.

NOTE: The nightly batch cycle will not be run as part of this exercise so you will not see a PRM
document.

Procedures

1. From the Primary Navigation Panel, click Accounts Payable.
2. On the Secondary Navigation Panel, click Payments with Commodity Detail.

3. Click Payment against Award: 2-way or 3-way matching.

Procuremert

Accounts Pay: &

T T Payments with Commodity Detail

Payments with Commodr Menu
Stand-Alone Payment
Paymert adqainst avward: 2

Thiz zedtion covers payments containing one or more commodity lines.

= Stand-Alone Payment
; Stand-Alone payments do not reference any type of award. They are primarily used far small purchase and special authority
payments.

Payment Management

Checkwriter Processing

Tr 1 Fayment Request - External Wendar (FREC)
Aravel Fayment Reguest- Internal Wendor (FRCI
Internal Payments

% Payment against award: 2-Way or 3-Way Matching
Fayments referancing an award can be 2-Way or 30y, A& 2008y mateh requires the ereation of 3 Wendor Invoice and the 2-ay
matching requires the creation of 3 Wendor Inwoice AND a Receiving document.

Enterendor Invaics (INSRCH)
Receive Goods (RCSERCH)

~ b Payment against Catalog
Create payment against an A where a deliveny order is MOT required. Select"Create Fayment” chedo box under Step 3 of the
Universal Requestar (UR) document.

4. Click Enter Vendor Invoice (INSRCH).

]
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5. The Invoicing Search page opens. Enter the following information.

Required Fields Values

Doc Code DO

Department Please Refer to your Student Card
Doc ID Please Refer to your Student Card

6. Click Browse.

Invoicing Search

Standalone Invoice

Clear

Copy

B ppuse
Do Cugj |DD
Departrnent : I

Doc |0 |
Frocurerment Folder |
Vendor: |

Doc Code | Department

First Prew Mext Last
Select Lines To Inwaice

hienu

Commaodity Code :|

|ssuer Code :|

Feguestor Code :|

Doc 1D | Phase | Description | Vendor

# of Lines | Date

7. Select the DO line. Click Select Lines to Invoice.
DVANTAGE

Accounts Payable s
Save Restart Sawe Al C
Vendor Maintenance
Payments with Commodi
Stand-Alone Payment
Payment against award: 2-y
" Enter “endor Invoize (INS
Eeceive Goods (RCSRCH

Payment Management
Checkwriter Processing
Travel

Internal Payments

Procurement  Acc Bucget

Invoicing Search - Select Lines

Home Personalize Help Accessibility Logout

uriting

D Inwaice All Lines
D Inwaice All Unselected Lines

Document

d Commodity Description

|:| 1 0800000007  E2030 Pens (General Wiiting Types): Ball Poirt, Mylon Tip, Plastic

Meny

Quantity | Contract | Final

[ oooooon By g2sg RP

0.00000 Biue

$0.00

First Frew Hext Last
Inwoice Cancel

OK|| Cancel

8. Select the check box for line 1. Click Invoice.

)
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9. The IN document opens to the Header section. Enter the following information:

Required Fields Values
Invoice Date Enter 10 days ago (This is the actual date on the vendor invoice)

Vendor Invoice Number | Please Refer to your Student Card

e IN - 758- 0600000001- 1- New- Draft
Header —
General Information | Actian Merur |
w 13
Document Information
Wendar
Commadity

~wGeneral Information

=] Allow Pattial Payment ;: W)

Document Comments Document Mame ;I
Document History Yendor: I
Document Reference Crigination Date : 0271072006
i i Wendor Invoice Mumber
Future Triggerin Invoiced Date : [12/10/2008 I
_ Total Docurnent Armount - §0.00
Tracking Date : | Cloged Amount : $0.00
Invoiced Location : I Clazed Date
Invoiced by kziemer
kelly Ziemer
Phone Ext: I
matt.gullicksrudi@ky.aoy
Description : jl
r BExtended Description

r kDocument Information

Top

[ sawe [ whde [ Pit [ vawdate | Subemt [ Giose ]

10. Click Vendor from the Secondary Navigation Panel. The page opens to the General Information
section.

11. Access the Disbursement Information section and enter the following information:

Required Fields Values

Scheduled Payment Date Enter 5 days from today’s date (Use the requested
date on the Vendor’s Invoice.)

]
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Header

|| < Wendor
General Information
| Dizbursement Information
| Dizcourt Information
Cormmocdity

Document Comments
Document Histony
Document Reference
Future Triggering

IN - 758- 0600000001- 1- New- Draft

Copy Line Select Ling

~wGeneral Information

Actian Meny

First Prev Go To Mext Last

Yendor Code D WCO000100002 Wendor CDntactID:l
Marme ; Cffice Depot
AliasiDBa - Wandor Contact Mame :I
AddressCode - [A0001 vendor Contact Phane ; |(502) 223-2500
1303 U5 127 30UTH wendor Contact Phone Et. ; I
Franklin Sguare Shopping Center
Frankfort YWendar Contact Email :|
kY
40601
1Js
~whishursement Information
Dishurserment Categary I Single CheckFlag: [T
DisbursementFnrmat:lF On-ling Dishursement Reguest: [
Dishursement Priarity : I99 Handling Code : I
Dishursement Type : Check prafile Code |
Scheduled Payment Date : IAIEQDDE
r kDiscount Information
Top
[ sawe [ nao [ A [ vaisae [ sweit [ Clese ]

12. Click Commodity from the Secondary Navigation Panel. The page opens to the Reference section.

Select Partial for the Invoice Indicator.

13. Click Commodity Information. Notice in the Commodity Information section, the information has

defaulted from the DO Commodity section.

14. Enter the following information in the Commodity Information section:

Required Fields Values
Invoiced Qty 1
Condition Select Partial Payment from Pick List
Reason Invoice pens
=
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Document Commodity Line | Invoiced Oty | Unit | Invoiced Unit Price | Invoiced SC Amount | Tax Amount | Kem Total

Header &% v 9 100000 BOX $0.00 $0.00 $0.00 $0.00

Wendar

" Commodity

Reference
Commodity Information &k
Dizcourt Information
Tolerance Information
Document Comments = -
DocorerAiiet - wCommodity Information

Document Reference ‘endar Invaice Line Ma |1 Received Service Fram Date : IDQI1DQDDE
Future Triggering

Procurement Falder: 33401 Received Serdce To Date |DEI1DQDDE
Pens

Inzert Mews Ling Insert Copied Line First Frev Go To Next Last

r PReference ]

Pens (General Witing Types): Ball =
Puoint, Mylan Tip, Plastic

commodity Description
Commodity : IE2DBD
O e =

' . Tacbiaile: | .
Iroiced Gty |1 00000 l
- Condition : [15

Fartial Payment
Imvoice Pens ;I

CL Description :

L

Irwoiced Unit Price : |$D.DD

Frice : $0.00
Tax Amount: $0.00 Reason:

Itern Tatal : |$D.DD ||
Invoiced SC Amount : |$D.DD —;

Order Gty 1.00000 Additional Comment

Order Unit Price : $0.00 Ll
Order 3¢ Amaount: $0.00
Ordered ltem Tatal : $0.00
Match Type : 3
FOB Mame:

15. Click Validate. Check for errors. If errors are present, correct then and click Validate again.

16. Click Submit after all the errors have been corrected. A message is returned Document submitted
successfully.

NOTE: In training, the IN document will submit to “Final”. However, in eMARS production the IN
document will be submitted into Workflow for approvals.

17. Record your Document ID number.

NOTE: Write down the Document ID number. It is found at the top, left of the document.
Document ID Number

18. Click Close to exit the document.
19. Click Home on the Primary Navigation Panel.

]
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Future Triggering (FDT) - Recurring document

In situations where payments recur on a predefined frequency, such as weekly, monthly or quarterly,
future document triggering can be used to save time and data entry.

Future Document Triggering (FDT) allows the user to set up, maintain and trigger the creation of IN,
PRC or GAX documents in the future on a user-defined frequency either as a recurring event or one
time event.

The Future Document Triggering (FDT) table is used to set-up and monitor recurring payments.

FDT table. Notice Frequency options and Trigger Type options

Future Document Tri@ering

lenu Back

Code | Doc Dept 1] Yersion | Gen Doc Id | Start Date
R ai Q500000001 1 040172006 030172008  Resdy
First Frev Mext Last

Save Undo Delete Insert Search Wiew Log
Code |IN Trigger Type © & Recurring
Doc Dept: [758 £ Reversal

f‘i . .
o |EIEEIEIEIEIEIEIIII1 Feclassification

Expire Tirme |1IIIIEI1f2EIEIE
Yersioh |1

Active 1 W

Start Date : [04/01,/2005
Carry Forward Srmount . W

Hold Docurment : W

End Date : [03/01/2009
Fraguency Type 1 :IMnntth By Datej
Freguency Type 2 |Ever3,r drd manth j
Frequency Type 3 |15t j

The FDT table can be accessed via a document. Once an approved document is opened through the
Document Catalog or Accounts Payable workspace, click Future Document Triggering in the
Secondary Navigation Panel. This will open the FDT table. Users may also establish entries directly on
this table that reference the recurring document.

NOTE: If the Hold Document check box is selected, then the recurring documents will be created in
“Held” status. If not selected, eMARS will attempt to submit the recurring documents into workflow. It
is recommended that the HOLD Document check box be selected so that users will have the
opportunity to review their documents before they are submitted into workflow

]
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Future Triggering on an IN document

0001 1 IN - 758- 0600000001- 1- New- Draft
Document View | Actian Meny |
Header
Wendor
" Commodity

Commodity Line | Invoiced Gty | Unit | Invoiced Unit Price | Invoiced SC Amount | Tax Amount | kem Total

Reference &% ¥ 1 1.00000 B F0.00 $0.00 $0.00 F0.00
Commodity Information Insert Mew Line Insert Copied Line First Prew Go To Hext Last

Digcourt Information
Tolerance Information
Document Comments b
Document History ~wHeference

uocuinenn Keierence
Future Triggering RefDoc Code : IF'O Ref Award Line |1
RefDoc Dept I?EB Irvoice Indicator IFinaI 'l

Ref Do D : 0500000001

~wCommodity Information

Wendor Invaice Line Mo |1 Received Service Fram Date IDEH 02006

Procurerment Folder : 33401 Received Service To Date : IDQH 0/2006
GL Description : [©0MPUtEr fl COMPUTER HARDWARE AND =]

) - PERIPHERALS FOR
Commodity Description :
Commodity : 20400 b DesEIRion - |y ROCOMPUTERS

[ ]
Line Type Iltem 'I
Tax Profile :I
Irneniced Qfy |1_DDDDD

Unit: B0 Condition :I

Subsequent payments may also be established by using the Copy Document feature under the
Action Menu or by establishing a *document template*. (For more information on copy and
document templates, please refer to the eMARS 101 Intro to eMARS course).

]
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Exercise 2 — Recurring IN Document (FDT)
Scenario

The accounts payable office for your Department would like to set up a recurring IN document for
quarterly office space lease payments. The first quarterly payment has already been created. We will
use future document triggering from the IN already created (Refer to your Student Card) to establish

recurring quarterly payments.

Task Overview

Create a recurring IN document.

Procedures

1. Click Search from the Secondary Navigation Panel. Select Document Catalog. Enter the
following information.

Required Values

Fields

Code IN

Dept Please Refer to your Student Card
Unit UNIT

ID Please Refer to your Student Card

2. Click Browse.

Document Catalug

Creste

sk
=Document ldentifier

Code : [IN Unit IUNIT
Cept. : I D |

r BUser Information

r BDocument State

Browves Clear

Open Walidate Submit Copy

| Action Meny I

Code | Dept. | Unit | ID | Comments | Yersion | Function | Phase | Status | Date | User ID | Amount | Active

First Prev Mext Last
Menu

]
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3. Click the ID number of the document. The IN document opens to the General Information
section.

4. Click Future Triggering on the Secondary Navigation Panel.

Yyelcome, Procurement  Accounts Payahble

Accounts Receivable  Budoet

IN - 758- 0600000001- 1- New- Final

~ Header | Actian Menur I
General Information
Extended Description Fh
Document Information ~
endor ~wGeneral Information

Commodity

Allow Partial Payment: [V
wendor: [\CODDO100002

Dacurment Mame

Lol

o - Origination Date : 021 V2006

. - Wendar Invoice Mumber |E|DD1
Invoiced Date IDQNDQDDE

Total Document Amount: - §1,000.00

Tracking Date - | Closed Amount - $0.00
Invoiced Location ; I Closed Date :

Invoiced by : kziemer
Kelly Zigrmer

Fhone E}d:l

matt.gullicksrud @ky.gov

Description :

- BExtended Description )

 bDocument Information ]

r Edit T Print T Copy meardT Cloze ]

The Future Document Triggering page appears.
Click Recurring in the Trigger Type option.

7. Click Insert. The Code, Doc Dept and ID fields should have the information from the IN
document that you searched for in Step 1.

]
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8. Enter the following Information:

Required Values

Fields

Version 1

Start Date The 1° of next month

End Date 1 year from the Start Date

Frequency Monthly by Date

Type 1

Frequency Every 3rd Month

Type 2

Frequency 1st

Type 3

Expire Time 1 year from the Start Date (same as End Date)

Carry Forward | Check the box (This checkbox will carry forward the amount to all

Amount subsequent recurring documents.)

Hold Document | Check the box (This will ensure all subsequent recurring documents are
generated in a Held status.)

9. Click Save.

Future Document Triggering

Code | Doc Dept
L ] Fog

000000001

Verszion | Gen Doc Id | Start Date
04701 2008 03/01,2009

End Date | Status

Ready

First Frew Mesxt Last

lenu Back

Sawe Undo Delete Insed

Search

Wiew Log

Code

0

Wersion

Start Date

End Date

Do Dept

:|IN
750

* joB00000001

I

' j04/01/2006

j03/01/2009

Frequency Type 1 :|Mnnth|j,-' By Datej

Freguency Type 2 |Euer3,r 3rd maonth j

Frequency Type 3 |15t j

Trigger Type

Expire Time

Active
Carry Forward Amouant

Hold Document

; |1 001 2006

% Recurring
0y Reversal

" Reclazsification

¥
-
¥

)
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10. Click Home on the Primary Navigation Panel.

The Matching Status (MATA) Table

The MATA table enables the user to view what has been received, invoiced and paid against all lines
on an Award document that is eligible for the on-line matching process. This page displays each
commodity line of the Award document along with each corresponding commodity line referencing
Invoice (IN), Receiver (RC) and Payment Request documents.

MATA table with three-way matching from an award (CT) document.

Coc Code : ICT Yendor Line : |1

Doc Dent: [095 vendor : [WCODDO100014
DoclD |I35IZIDDD1E Wendor Marne |SNAF'F"S JANITORIAL
Aorrard Title | Requestar Mame |fpinkstnn

faard Date IDE!HEQEIDE

Partial | Matched | Matched | Hold | Create

Match Type

Receipts ¥ Document
' 1 10000  10.00000 §25.00 F0.00 000 F250.00  Order - Inwaice I~ 000000 fgooo [ Il 0.000cC
2 02004 0.00000  $0.00 F4500000 F0.00 F45 00000 Order - Invioice v 0.0000d goon [ - 0.000c

Drverride Copy First Prev Mext Last
T T T T e d Awvard Line

Generate Zero
dollar
document

Invoice H Vind i . Total Inv PF Partial
Document Line Ho | Line : Amt Indicator | Payment

~ [ USS DSLC00 1 1 500000 §25.00 F0.00  $0.00 $125.00 Partial true 5.00000 F0.00 fal=e
[P 055 OSO00052 1 2 000000 F000 F33,00000 FO.O00  F35,00 Fartial true 000000 §35,00000 false
| 025 05000035 1 1 500000  §23.00 F0.00  F0.00 $125.00 Final true 5.00000 $0.00 falze
I 095 05000035 1 2 0.00000 $0.00 $10,000.00 F0.00 F10,00000 Final true 0.00000  $10,00000 falze
T PIET T e e, Laet

Receiver Document RC ¥ :nd Line Ho | RC Line ¥ P/F Indicator

v RC 085 051 7050000000000001 4 1 1 5.00000 FO.00  Partial

=l = e o o T T T T T T T T
R 095 03170500000000000015
RC 095 08170500000000000015

000000 F35,123.00 Partial
5.00000 F0.00 Final
000000 $9,875.00 Final

-~ s s
(R s |

Copy First Prew Mext Last

- PR Vend PR Comm ) Total Pd PF Payment
Payment Request Document Line Line Amit Indicator Date
~ PR 095 0500000008 1 2 5.00000 2500 F0.00 000 $125.00 Partial 031 72005
S R R w AT T T = 1 3 0.00000 F0.00  F35,00000 $0.00 F32,00000 Partial 031 72005

| NOTE: For two-way matching, RC documents will NOT be displayed in the Receiver section.

]
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Exercise 3 — MATA Table Search
Scenario

The accounts payable office for your Department would like to view the matching documents from the
DO used in Exercise 1 on the MATA table.

Task Overview
View three-way match on MATA.

Procedures
1. From the Primary Navigation Panel, click Accounts Payable.

2. On the Secondary Navigation Panel, click Payment Management.
3. Click Matching Status (MATA).
4. The Matching Status page opens. Click Search.
5. A Search window will open. Enter the following information:
Required Values
Fields
Doc Code DO
Doc Dept Please Refer to your Student Card
Doc ID Please Refer to your Student Card

Accessibility

Home Personalize Help Logout

ADVANTAGE

it 01 Procurement  Accounts Pavable

> COLrine

Cost

Accourts Re

Buidoet

Accounts Payable

cremmnemats | Matching Status

hlenu Quick Search

Copy  Search  Fitst Prew Newt Last  $ B

Doc Code iDO Yendor Line i1

hitp:/fiyadvprod.state.ky.... [~ |0 | SARCIH VerWiREEIEL

Marne ICardinaI Office Products
Doc Code : iDO
Doc Dept:l

Payment Management
Procurement
Life Cycle Inguiry (LINGED
+ Matching Status (MATA)
Dizbursemernts
Checkwriter Processing
Travel
Internal Payments

Mame iStudentDS

d Date : [05/25/2006

Vendor : ]

® Internet

~ 1 B2080 2000000 F2.50 $000 $0.00 $30.00 Order - Receipt - Invoice v 0.00000 000 [ r o.or

Override Copy First Frev Hext Last
Matching Status for only Selected Awward Line

Inwoice IN Vend Generate Zero dollar

Document Line No document
Copy First Prev Mext Last
Receiver Document | RC Vend Line No | RC Line Oty SC Amt | PIF Indicator

~ RC 075 0500000006 1 1 10.00000 $0.00  Partial
Copy First Prew Mext Last

Payment Request TotalPd | 0y dicator | Payment Date

Document Amt
Copy First Prev Mext Last

]
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6. Click OK.

7. All documents involved in this three-way matching, including the IN document created in
Exercise 1, will appear.

NOTE: The PRM does not appear as the nightly cycle has not been executed.

Home Personalize Help Accessibility Logout

Procuremert  Accounts Payable Accounts R able Budget Cost Accounting

Accounts Payable A
Save Restart Save M C

Matching Status

Menu Quid Search

Copy Search First Prev Mest Last sk

Payment Management Doc Code : !DO Wendaor Line I1

Procurement
Life Cyele Inguiry (LING Doc Dept: i?58 Wendor: iVCDDDD1DDDS1

+ Watching Status (MATA) -
Disburzements Doc D !DEDDDDDDDB wendor Marne lCardmaI Office Products

Checkwriter Processing s
Travel Awvard Title I Requestor Mame : Ihamontfon

Internal Payments Puvard Date : |03f21 F2005

~ 1 B2080 1000000 F2.50 $0.00 $000 $2500 Order - Receigt - Invoice v 1.00000 oo [T r o.or

Owerride Copy First Prew Mext Last
Matching Status for only Selected Awward Line

Invoice i Generate Zero
Document dollar document

~ IM 758 0600000003 1 100000  $250  $0.00 000 F250 Partial 0.00000 F000 falze
Copy First Prew MWest Last
Receiver Document | RC Vend Line No | RC Line Oty SC Amt | PIF Indicator
~ R 758 0600000004 1 1 10.00000 $0.00  Firal
Copy First Prew MWest Last

Payment Request PR Vend PR Comm = = Pd SC Total Pd =
Document it g Pd Qty | Unit Price Tax iy PF Indicator | Payment Date

Amt A
Copy First Prew MNext Last

%
&

NOTE: You can open the documents shown as links (including the PRM and PRMI) on the MATA
table.

8. Click an IN document link. The IN document opens to the General Information section.

9. Close the IN document.
10. Click Home on the Primary Navigation Panel.

)
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Matching Rules and PRM Generation Logic

In order for the Matching Payment Request (PRM or PRMI) document to be created, a batch process,
Matching Manager, must run. This process occurs every evening during the eMARS nightly cycle.
Matching Manager evaluates which commodity lines have met all matching requirements and selects
those for payment request creation. Matching Requirements include: Matching Indicator, Allow
Partial Payments and Allow Partial Receipts.

In eMARS, all award documents will be set up at a system-wide level to allow partial receipts and
partial payments, meaning that the entire payment does not have to be paid in full immediately.
Therefore, when a user creates a partial receiver accompanied by a partial invoice, the PRM or PRMI
will generate for the minimum quantity or amount. Here are several scenarios in order to understand
the relationship between partial and final with RC, IN and PR documents.

Award Receipt Invoice Payment Line
(DO, PO, Closed?

CT)

Two- IN Amt = PY Amt = Partial payment
way $100 $50 (partial) $50

match

Two- Amt = N/A IN Amt = PY Amt = YES Final Invoice
way $100 $50 (final) $50

match

Three- | Qty =10 RCQty= | INQty=5 | PYQty=5 NO Partial payment
way 5 (partial) (partial) (partial)

match

Three- | Qty =10 RCQty= | INQty=11 | PYQty =10 YES Always pays lowest
way 10 (final) (final) (final) quantity

match

Three- | Qty =10 RC Qty = IN Qty =8 PY Qty =8 NO Partial Payment,
way 9 (partial) (partial) (partial) Always pays lowest

match quantity

Three- | Qty =10 RCQty= | INQty=10 | PYQty=9 NO Always pays lowest
way 9 (partial) (final) (partial) quantity

match

Three- | Qty =10 RC Qty = INQty =5 PY Qty =5 YES RC marked final;
way 5 (final) (partial) (final) closes award line
match

General Rules for Partial and Final Receipts and Payments:
¢ |n Two-way Matching, the IN determines the quantity or amount on the generated PRM or PRMI
(internal payment document)
e In Two-way Matching, the line closes when either the full amount of the award line has been
paid or the line is marked final on the IN document

]
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e In Three-way Matching, a combination of the award, RC and IN documents determines the
quantity or amount on the referenced line of the PRM or PRMI. However, it is truly the RC that
determines if the referenced line on the PRM or PRMI is final or not.

o If both RC and IN are marked as partial, then the referenced line of the PRM or PRMI is
partial; award line does not close

o If both RC and IN are marked as final, then the referenced line of the PRM or PRMI is
final; award line closes

o IN marked final, then look to RC-> if RC is marked partial then the referenced line of the
PRM or PRMI is partial; award line does not close

NOTE: Be sure to verify the partial/final Invoice Indicator located under the Reference area of the
Commodity Section on IN documents (RC documents has a Shipment Indicator located in
the General Information area of the Commodity Section). Choosing the Final reference
type may close the corresponding commodity line, thus preventing any further
payments against that line. Therefore, it is very important that you do not choose
Final prematurely.

Partial or Final is selected on the Invoice Indicator on an Invoice (IN) document

IN - 758- D600000001- 1- New- Draft

Document View | Action Maru |

Heaer

L] -W_—C - | — Commodity Line | Invoiced Oty | Unit | Invoiced Unit Price | Invoiced SC Amount | Tax Amount | item Total
omimacty )
e — & v 1 100000 BOX 0,00 000 0o §0.aoa
| | Commodity information | Insert Hew Line Insert Capied Line First Prew G0 To Next Last

Dizcourt Information
Tolerance Information
Document Comments 4

Document History ~vReference

Document Reference
Future Triggering RefDoe Code: IF'O Ref Award Ling |1
Ref Doc Dept: |?58 Irvice Indicator |Fina| vl

RefDoc D |DEIJDDDDDD1

~wCommodity Information

Yendor Invaice Line Mo |1 Received Semvice From Date |DQI1DQDDE

Fracurement Folder: 33401 Received Senvice To Date : [02010/2005
cL Descrpion;: [P B COMPUTER HARDWARE AND -]

. . |PERIPHERALS FOR

commodity Description :
Commodity: Igmgg v P MICROCOMPUTERS J
Line Type : ||tem *I I e

]
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Partial or Final is located on the Shipment Indicator on a Receiver (RC) document.

RC - 758- 0600000003- 1- New- Draft

Commodity Line | Commodity | Received Oty | Rejected Oty | Received SC Amount | Total Oty Received
L= 0L = N LR 01 118 &t ~ 1 20400 1.00000 0.00000 F0.00 1.00000

General Information

Document Comments Insert Mew Line Insert Copiad Line First Prev Go To Mext Last
Document History
Document Reference

Future Triggering sk
- wGeneral Information
Line Type IItem vl Commodity Match Type 3
. MSOS Required : [
RefAward Line |1 —
J MSDS Received : [
.o [Computer =
CL Description P | Shipment Indicator W
Cornrnodity IED:J,DD Condition - |
Stock ltern Suffi: |
Unit : (B Reason :
Ordered Oty 1.00000 j
Received Gty : |1 oooa |
Rejected Oty |D_DEIDDEI Comments
Total Gty Received ; 1.00000 j

COrdered 5C Amount : $0.00

Received SC Amount : |$D.DD

COMPUTER HARDWWARE AND =]
FERIFHERALE FOR
MICROCOMPLUTERS

Commodity Description :

[ -

Internal Payments with Award Reference

Some awards are established between state agencies where the vendor (state agency) is identified as
“internal”. PRMI documents are generated through the matching process when the award is with an
internal vendor. PRCI documents are created for non-matching payments with internal vendors (PRCI
documents are discussed later in this manual). Both the PRMI and PRCI documents result in a transfer
of funds between agencies. A disbursement is not created.

For Internal Payments that reference awards, the following set up is required to identify the vendor as
internal:

e The vendor must be flagged as “internal” on the Vendor Customer (VCUST) table with a
Disbursement Category of “Internal”.

e The internal vendor must be entered on the Internal Vendor Accounting Data (IVAD) table.
IVAD establishes seller fund and detail accounting data, as well as bank account and event type
information needed for the transfer of funds. Statewide Accounting must set up the entries on
the IVAD table for Departments.

The defaulting event type on both the PRMI and PRCI is determined by the vendor’s IVAD record. The
allowable event types are IN30-Internal Reimbursement Purchase w/Cash (Expenditure/Reduction
to Expenditure) and IN32-Internal Quasi External Purchase w/Cash (Expenditure/Revenue). Both
event types require a reference to an award document.

]
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NOTE: Internal Payments that do NOT reference award documents do not require an entry on IVAD
and are discussed in the General Accounting class.

Notice the Vendor is an agency within the Commonwealth of Kentucky, which is the purpose of the PRCI.
Invoice Information also allows for referencing of an IN document.

Personalize  Help

sibility  Logout

Document View PRCI - 415- 0500000001- 1- New- Final

Header | Actian Marut |
~ Wendor

General Information
Invoice Information

VYendor Line VYendor Customer Legal Hame Line Amount

Seller Fund Accounting % - 1 CORRECTIOMAL SERVICE WY CORRECTIOMAL SERVICES 1000.00

Seller Detail Accounting Insert Hew Line Insert Copied Line First Prew o To Mest Last
Accounting Distribwtion
Commodity
Accounting Fk

Posting ~=General Information
Document Comments

Document History wendor Customer : [CORRECTIONAL SERVICE Wendor Contact ID - [PCO01
Document Reference
Future Triggering Legal Mame : |I—<‘v' CORRECTIONAL SEF Wendor Contact Mame |Warden Joe
AliasiDBA ICurr Sery Wendaor Contact Fhaone : |
Address Code : IADDD1 “endor Contact Phone Ext. I
Address 1 :|1D41 leestown Rd Wendor Contact Emall Isandra,verge@ky goy
Address 2 | Fax:

ci

ity : |Frankfor1 Fax Extension

State IKentucky 'l Wweb Address hitpar |
Zip Code ; |4DED1 Tazpayer ID Mumber I

Country IUS Taxapayer D Type :
Counhr:l Merchant D :

Bank Account IG‘I Tax Profile
Received Serice From Date I— g
Event Type : |IMNOE -

R ived Service To Dat I EE
AccountingTempIate‘l Brehved Serice 1o Late -

Override Seller Accounting Data - [

- #invoice Infor

Irwoice Doc CUUEZI Wendor lnvoice Number:'

Invoice Dac Dept : I Wendar Invaice Date : I
Inwoice Doc D | Tracking Date : I

- Seller Fund Accounting

Fund: [B100 object: [ obaa: [
supFund: [ supomert:[ swoesa:[
Department : 758 Revenue W Crept Object : I—
Unit:lw Suhb Revenue:l— Dept Revenue:l—
supuni: [ Beac[
sppront: [ swesa:[
- Detail A g
Lacation - Reporting - I— Wajor Prograrm ©

Frogram :I
Fhase :I
Program Period I

Sub Location @ Sub Reporting :

Activity © Task:
Sub Activity | Sub Task:

Furiction : IAADD Task Order:

Sub Function :

i
i

1

Frint Copy Foward | Closs ]

)
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Alternative to Matching

While use of the Matching functionality is optional, there may be some situations where Matching can
not be used. For instance, if you wanted to change the funding on the payment from that which exists
on the award, this could not be accomplished through the IN document as it does not contain an
Accounting section. In these situations the Copy Forward feature may be used on the award document
to Copy Forward to a Payment Request Commodity (PRC) document. Warning messages will appear
because the IN and/or RC documents have not been created. These warnings will not prevent the
document from submitting.

The Copy Forward feature is discussed later in this manual.

Summary of Matching

e For two-way matching, the document codes are PO2, DO2 and CT2

e For two-way matching, the IN document is required and will be created by the accounts payable
office
For three-way matching, the document type-document code are PO, DO and CT

e For three-way matching, the IN and RC documents are required. The receiving office is
responsible for creating the Receiver (RC) document(s) through Receiving Search (RCSRCH)
and the accounts payable office is responsible for creating the Invoice (IN) document(s) through
Invoice Search (INSRCH)

¢ [N documents are submitted into workflow for approval. RC, PRM and PRMI documents do not
require approval

e The Matching Manager (MATA) table is primarily used to track the Vendor Invoices, Receiving
documents and payment requests that have been processed with reference to a given award
line

e The matching process will generate Matching Payment Request Internal (PRMI) for awards with
internal vendors. The PRMI document will default to the IN30 or IN32 event type depending on
the internal vendor record on Internal Vendor Accounting Data (IVAD) table

]
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3 — Non-Matching Payments

Standalone Commodity-based Payment Request (hon-Matching)

A Commodity-based Payment Request (PRC) document records payment activity at the commodity
level. It contains commodity detail and requires entry of a commodity code and other required fields.
The PRC will be used to make commodity-based payments with one vendor. Users may select an
Accounting Template or use the Accounting Profile to easily add accounting elements to the accounting
lines. In order to have the same accounting line(s) applied to each commodity line, the
accounting distribution function may be used.

Note: PRC payments over $1000 (that do not reference an award) require an approved EO1 from
Finance and a signed affidavit from the vendor before payment can be made.

Key Fields on the PRC document

Please refer to the following when creating a PRC document.

Secondary Sub- Key Field Required, Comments
Navigation | Section Optional or
Panel Inferred?
Header General Cited Authority Required Select appropriate
Information authority for payment.
Document Description Required
Record Date Inferred Users should leave this

field Blank and let it infer.

Accounting Period (Budget Inferred Will infer to the current
Fiscal Year, Accounting accounting upon final
Fiscal Year and Period approval.

Users should leave these
fields blank & let them
infer.

Accounting Profile Optional If used in the Header
section will apply the
same accounting
distribution to all
Commodity Lines.

]
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Document View
" Header

PRC - 758- 0600000005- 1- New- Final

Home  Personalize

Budet i

b
~wGeneral Infortation

Action Meny

Help

Logout

General Information
Payes . d Actual Amount: $15,000.00
Extended Description Document Name: 3| Retainage Amount (- ; §0.00
Documet iniormaton - Discount Amourt () $0.00
Venir Record Date : [I2/10/2006
Axcoounting Distriaution Penaltylnterest Amaunt (+3 : $0.00
Commaity Budget ' |QDDE Wiithheld Amount ) §0.00
Accourting , Intercept Amount (-} : $0.00
Dm — FiscalYear Use TaxWithheld () $0.00
Document History Period IB Default Intercept Fee Amount (-} - $0.00
Document Reference ) Supplementary Intercept Fee Amountt) - §0.00
— EankAccount.I >
Future Triggering > Payment Amount (=) ; $15,000.00

Accourting Profile - |

Replacement: [
FCard Payment: [~

Outstanding Amount: §0.00
Closed Amount: $16,000.00
Clozed Date : 021072008

PCard Administratar |

Cited Autharity: (KRS 45A,100-5

Small Purchase Finance OMPS Contracts
Only-Gerices

Ermergency purchase of computers 4

-

Document Descrintion ;

r bPayee

r bExtended Description

r bDocument Information

Top

TCcpyFurmam'T Cloze ]

| | B

)
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Secondary Sub- Key Field Required, Comments
Navigation Section Optional or
Panel Inferred?
Vendor General Vendor Required Select from “Pick List”
Information Customer
Address code may be changed if a different
payment address is available from the Pick
List.
Disbursement | Scheduled Required Enter Due Date from Vendor’s Invoice
Options Payment
Date
Disbursement Required Value will default to STM-Sealed Treasury
Category Mailed but may be changed
Invoice Vendor Required Enter Vendor Invoice number.
Information Invoice
Number Value entered here will default to Commodity
Line(s).
The first 30 characters of this field will
display on the check stub or remittance to
vendor.
Vendor Required Value entered here will default to Commodity
Invoice Date Line(s).

Important Notes to Remember About the Vendor Section:

e Vendors are no longer identifiable or searchable by Social Security Number (SSN) or Tax

Identification Number (TIN). Users will have to search for vendors by Legal Name or by
system assigned vendor code. If the vendor has more than one location, the Address Code
pick list can be used to select the proper address/location. (The VCUST table can be used to
assist in locating the correct vendor VC code.)

The Scheduled Payment Date is the date the vendor expects to receive payment. Checks
or EFTs will be disbursed in enough time to reach the vendor on that date. The Scheduled
Payment date should be set to correspond with the due date on the Vendor's Invoice. If no
due date was supplied on the Vendor’s Invoice, the Scheduled Payment Date should be set
to 30 days from the Vendor’s Invoice Date. This value will default to today's date so it is your
RESPONSIBILITY to set the value in the Commonwealth's best interest.

The Disbursement Category will default to Sealed Treasury Mailed. However, this field
may be selected from the “pick list” by the user. Other categories are, Sealed & Unsealed
Agency Mailed and Sealed & Unsealed Treasury Hold.

Users will NOT have to select Single Payment checkbox on the document. The
disbursement process will mark all payments as Single Payment.

)
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Home Perscnalize

L coountine

PRC - 758- 0600000005- 2- Modification- Draft

| Action Meny I

Header

~ Wendar Vendor Line | Yendor Customer | Legal Hame | Line Amount
eneral Information ¥ )
e, Gl 2 v 1 wC00001 00009 MlicroTek 15000.00
Invoice Informstion Insert Mew Line Insert Copied Line First Prew Go To Next Last

Aoreement Reference
Dizcourt Terns

Accounting Distribution sk

Comnadity ~wGeneral Information

Accounting

Postine Vendar Customer |\ICDDDD1DDDDB vendor Contact 1D :|

Document Comments
Document History

Legal Mame |r\r1icruTek wendar Contact Mame |

W AliasiDBA: | vendar Contact Phone : [{800) 207-9620
Address Code IADDm Yendor Contact Phone Ext. I—

Address 1 - [230 W Manroe Wendor Contact Email - |
Address 2 |Suite 550 Fax:|
City |Chicagu Fax Extension :I
State : |IIIinnis = Weh Address http:ﬂ:|

zZip code: [BDBOB Taxpayer D Numper: [

Country IUS— Taxapayer 1D Type Iﬁ

County I— Merchant 1D |

Tax Profile

Received Service From Date I
Receved Service To Date :|

~=hishursement Options
Dishursement Type : Chack Handling Code ; I
Disbursement Farmat
REG Dishursement Categary ISTM

Scheduled Payment Date IDz,f‘lD;QEIDE
Disbursement Priority ; |99

Single Payment: [

Fay Third Party : [

On-ling Disburserment Rost: [T
EFT Status : MiA

r*wimvoice Information

Invoice Doc Code I Yendor Invoice Mumber IMICROTEKE
Invoice Doc Dept I YWendar Invoice Date ID2,’1D,QDDB
Invoice Doc 1D I Tracking Date : I

r FAgreement Reference

 bDiscount Terms

Top

[ e Y paw [ vaigwe [  Susme [ Close ]

hlenu

4]

)
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Secondary Sub- Key Field Required, Comments
Navigation Section Optional or
Panel Inferred?
Commodity General CL Inferred Inferred from Commodity Code, but
Information Description can be changed.
Commodity | Required Select appropriate Commaodity Code
from “Pick list”
Line Type | Required Select either Item (good) or Service.
Defaults to ltem.
Quantity, Required if Line Enter appropriate quantity, unit, and
Unit of Type is ltem unit price, if line type equals item
Measure,
Unit Price
Contract Required if line Enter appropriate amount if line type
Amount type is Service equals service.
Received Required if Line Will default to current date if no value
Service Type is Service. entered.
From Date
Received Required if Line Will default to current date if no value
Service To | Type is Service. entered.
Date
Accounting | Optional If used in the Commodity section will
Profile apply accounting distribution the
Commaodity line on which it is entered.
Reference Commodity | Inferred Reference data will be inferred if PRC
Ref Code references an award.
Dept Not Required on Standalone PRC.
ID
Vendor
Line (VL)
Commodity
Line (CL)
Ref Type Required Required if PRC references an award.
Select Partial or Final.
Not Required on Standalone PRC.
&
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Secondary Sub- Key Field Required, Comments
Navigation | Section Optional or
Panel Inferred?
Invoice Vendor Required Enter reference to line on Vendor’s invoice.
Information | Invoice Line
Can not be zero and must be unique on all
commodity lines
Vendor Required Value will infer if entered in Vendor section.
Invoice
Number Or may be entered independently on each
commodity line.
The first 30 characters of this field will
display on the check stub.
Vendor Required Value will infer if entered in Vendor section.
Invoice Date

Or may be entered independently on each
commodity line.

Important Notes to Remember About the Commodity Section:

e When referencing an award, users should pay attention to the Ref Type in the Commodity

and Accounting sections.

Select “Final” if no other payments will be made against the

referenced line. Select “Partial” if additional payments are expected. Selecting “Final”
will liquidate any remaining encumbrance against that line.

e The Vendor Invoice Number and Check Description fields will print out on the check stub.

These fields should be used to communicate data needed by the vendor to apply the
Do not use the document description, line description or extended
description as a means to communicate vendor information. These fields DO NOT print on
the check stub or remittance to vendor.

payment properly.

)
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Aocounts Pavable

PRC - 758- 0600000005-

1- New- Final

Home

Personalize

Help

ritincy

Sawve Bestart Save Al CI

Document View
Header
Wendor

Accourting Distribution
+ Commodity

General Information

Reference

Invoice Informetion

Adreement Reference
Dizcount Terms

Additional Amounts

Tax Information
Fixed Asset Information

Document Comments

Document History
Document Reference

Future Triggering

Commodity

Commodity Line | CL Description | Commodity | Quantity

&% By v

1 DELL Computer 20400

1300000 fem

Inzert Mew Line Insert Copied

Line

| Action Manu |

First Prev Go To Mext Last

Wendor 1: WCOODD100002 >

sk

~¥General Information

CL Description

Commodity

Line Type

Unit of Measure

Unit Price

Discount Unit Price

List Price

Use Tax Amount

Closed Amount

Supplier Part Mumber

commodity Description

Description :

Gluantity

Cantract Amount :

ltem Amount :

Total Tax Amount :
Total ltem Amount :

: [2oano

|DELL Cornputer

Stock Itern Suffix:

;l Received Service Fraom Date

K1

Received Service To Date

Tay Profile

Accounting Profile

COMPUTER HARDWARE AND
PERIPHERALS FOR
MICROCOMPUTERS

FCard 1D

L

T
Y
)
e

Cardhalder Mame :
PCard Expiration Date :

:IItem 'l

|15.00000

: IEA
*|$1,000.00
|1 000.00

: IEI.DD
|$D.DD

§15,000.00
S§0.00
§0.00
$15,000.00
S $15,000.00

1l

Reconciliation Sequence ;

Accaunt Mumber

Reconciliation Status

«

Comments

Lock Order Specs
Lock Catalog List Price

Receipt Date :

r PReference

 Minvvoice Infor

r bAgreement Reference

r bDiscount Terms

r kadditional Amounts

r bTax Informati

 bFized Asset Information

Top

hlenu

4]

T Capy .'—u'war:'T

Cloze ]

)
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Secondary Sub- Key Field | Required, Comments
Navigation | Section Optional
Panel or
Inferred?
Accounting General Event Type For the PRC the Default is APO1—Authorize Normal
Information Required Payment and will infer upon validation. Under most
circumstances users should allow the event type to
infer.
Accounting Optional Select appropriate template from “pick list”.
Template
Sub Total Required Enter the amount allocated to this Accounting Line.
Line The sum of all Accounting Lines must equal the
Amount referenced Commodity Line
Check Required Enter descriptive information concerning payment.
Description
The first 24 characters of this field will print on the
check stub or remit to. Do not use enter/return in
this field.
Fund Fund Required Required Elements are shown. However, other
Accounting Dept Fund Accounting values may be required by the
Unit department. Users should check with their
Object respective department to find what may be required.
Detall Function Required Required Elements are shown. However, other
Accounting Detail Accounting values may be required by the
department. Users should check with their
respective department to find what may be required.
&
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Important Notes to Remember regarding the Accounting Section

e Although optional, use of Accounting Templates or Accounting Profiles is highly
recommended as a quick and efficient way to populate accounting elements and reduce the
risk of errors. Users are able to edit or enter additional elements in the fund and detalil
accounting sections. Anything entered by the user will override defaulted values from the
template.

e The Vendor Invoice Number and Check Description fields will print out on the check
stub. These fields should be used to communicate data needed by the vendor to apply the
payment properly. Do not use the document description, line description or extended
description as a means to communicate vendor information. These fields DO NOT print on
the check stub or remittance to vendor.

e For payments which recur on a frequent basis, Future Document Triggering may be used
to establish subsequent payments. A Document Template may also be established.

e Select the appropriate Object Code or “E” Codes for accurate representation of
expenditures. Use the Expenditure Object Classification report within the Statewide
Reports/Chart of Accounts folder or the spreadsheet posted at
http://finance.ky.gov/internal/eMARS/Chart+of Accounts.htm to aid in your selection of
proper Object Codes. Contact your agency’s Fiscal Officer to determine specific codes when
necessary.

Procurement Accounts Receivable  Budget

PRC - 758- 0600000005- 2- Modification- Draft

| Action Manw I
ol Accounting
endor - " - - "
Accounting Line | Total Line Amount | Line Closed Amount | Outstanding Amount
&ncounting Distribution _ g g
CRlaaERl] &% & 1 $15,000.00 $15,000.00 $0.00
" Accourting Inzert Mews Line Insert Copied Line First Prev Go To Mewt Last

General Information
Reterence
Fund Accounting &b

Detail Accourting ~
—Add'rtional e —wGeneral Information

Extended Description Event Type IApm > Budget FY': I
Pozting " . ’

Commodity 1: 20400 >

Document Comments Accounting Template IG?58E|1 Fiscal vear: I
Document History
Document Reference Bank Account: I Period : I
Future Triggering
Line Description | Wells Fargo Bank =]
o fcheck #1201
Sub Total Line Armount : |$15,E|DD.DD Check Description :
Tax Arnount : IﬂiD.DD ;I
Use Tax amount - [50.00 Special Instructions Code : I
Total Line Armount : §415,000.00 Disbursement Cafegﬂf\'il
 kReference ]
 BFund Accounting ]

- bDetail Accounting |

]
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PRC (Copy Forward from a PON2 document)

The Proof of Necessity Agreement (PON2) award document will be used to establish Personal Service
Contracts (PSC) and Memorandum of Agreement (MOA) with internal and external vendors. The PRC
document will be used to pay for services with an external vendor and the PRCI will be used to pay for
services with an internal vendor. The PON2 document does not require matching. Therefore an IN or
RC is not required.

Recall that internal vendors are set up on VCUST and internal payments referencing awards require an
entry on IVAD. For the PRCI document, please refer to the internal document section previously
discussed in this manual for more information.

NOTE: Creating an IN document against a PON2 will not generate a PRM/PRMI document for
payment. Copy forward to a PRC/PRCI must be used for payment.

Copy Forward All Lines

To pay against all lines on the PON2, users should follow the steps below:

Locate and open the PON2 through the Document Catalog.

Click Copy Forward located at the bottom of the document.

Enter Dept, Unit and select Auto Numbering.

Select either PRC for an external vendor or PRCI for an internal vendor.
Click OK.

RN~

Copy Forward

Menu

From Document

oategun,r:|PRoc Doc DEpt:I?EB
Type IF'D Doc Unit:IUNIT

Code : [PON2 ID -+ j0600000007

Select Entire Document . W Yersion | |1

To Document

Coc. Department Code IFEB Document Id |
Linit Code : IUN|T Auto Mumbering . W

Target Doc Type | Target Doc Code Description

PE PE
Thi Th
+ PR PRC Payy for Crder
PR PRCI Pay for Crder Internal

First Prev Mewxt Last

0K | Cancel

]
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The PRC/PRCI is created and populated with data from the referenced award. Users will complete the
document with appropriate quantities, dollar amounts and vendor invoice information, then validate and
submit the document for approval.

Copy Forward Selected Lines

To pay against selected lines on the PON2, users should follow the steps below:
1. Locate and open the PON2 through the Document Catalog.
2. Click on the Commodity Section of the document.
3. Select appropriate lines. Hold down the Control (CTRL) key on the keyboard. While keeping

the CTRL key held, use the mouse to select the desired lines. Once selected the lines will be
highlighted in blue.

PON2 - 753- 0600000007 - 1- New- Final

Load T and C ShipsBill To Lines
Line | CL Description | Line Amount | Modified

&5 - Acvertising FE5,00000 falze

&b 2 Travel $10,00000 falze

& 3 Misc $5,00000 false %

Insert Mew Line Insert Copied Line First Prev Go To Mext Last

Mendor 1: WCOOOO00032 >

4. Click Copy Forward located at the bottom of the document.

5. Deselect the Select Entire Document Checkbox.

6. Enter Dept, Unit and select Auto Numbering.

7. Select either PRC for an external vendor or PRCI for an internal vendor.

8. Click OK.

]
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Copy Forward

From Document

henu

Category IPROC

Dac Dept I?EEI

Type : [PO

Dioc Linit: IUNIT

Zode !F'OPP

Select Entire Docurnent: [

Tao Document

Doc. Depattrment Code I?EB

ID* |0500000007

Yersion |1

Document Id ; |

Unit Cade : [UNIT

Target Doc Code
FE

Target Doc Type
PE

Thd Thd
~ PR FRC
FR PRCI

Description

Payy for Order
Pay for Order Internal

First Prew Mext Last

0K | Cancel

The PRC/PRCI is created and populated with data from the referenced award. Users will complete the
document with appropriate quantities, dollar amounts and vendor invoice information, then validate and

submit the document for approval.

Using the Copy Forward function allows for easy document entry because the information on the
referenced document is automatically inferred to the PRC or PRCI. The Accounting information is not
present at first on the PRC or the PRCI document; the document must be validated before the

Accounting information is displayed.

)
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Verify Partial/Final Reference Type on Payment (PRC) Documents

peEIEE

When creating PRC documents referencing award documents, be sure to verify the
partial/final reference type located under the Reference area of the Commodity
Section. Choosing the Final reference type will close the corresponding commodity
line, thus preventing any further payments against that line. Therefore, it is very
important that you do not choose Final prematurely.

As a standard practice it is best to follow these steps when completing your PRC:

Step 1.
Step 2.
Step 3.
Step 4.

Step 5.

Step 6.
Step 7.
Step 8.
Step 9.

Select appropriate lines if applicable

Copy Forward from the award to the PRC.

Change the Quantity or Contract Amount to the proper amount to be paid.
Select the appropriate Reference Type (Partial/Final). Only select Final
if you are sure no other payments will be made against the line.
Validate to infer the Accounting Lines from the award. It is best not to
validate prior to completing Step 4.

Enter all other required fields.

Validate again to ensure document is without error.

Double check the Partial/Final Reference Type.

Submit the PRC.

)
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Exercise 4 — Copy Forward from PON2 Document to a PRC
Scenario

Your Department established a Personal Service Contract for advertising services for a new
promotional campaign. The PON2 has already been established for $65,000 and has been approved
accordingly. The first payment of $2,500 is due to the vendor. The accounts payable office will use the

Copy Forward option to create a PRC for payment.

Task Overview

Create a PRC document using the Copy Forward functionality from a PON2 award.
Procedures

1. From the Secondary Navigation Panel, click Search.
2. Open the Document Catalog.
3. Enter the following information:

Required Fields Values

Code PON2

Dept Please Refer to your Student ID Card
Unit UNIT

ID Please Refer to your Student ID Card

Document Catalug

Creste
bk
=Document ldentifier

Code |PDN2 Unit : |UNIT
Ciept. : I In} :|

PUser Information

bDocument State

Browuwse Clear

NOTE: The Copy Forward to a PRC can be done from a DO, DO2, PO and PO2 substituting
the referencing award Document Code/ID in Step 3.

4. Click Browse.

]
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5. Click the PON2 ID number to open that document. The PON2 document opens to the General
Information section.

ADVANTAGE

cent 01

il
Document View
~ Header
General Information
Reference

Cortact

oclification

Extended Description
Default ShippincBilling
Reparting

Diocument Information
Wendar

Business Tvpe

Sub Wendor

Accounting Distribution
Terms and Conditions
Special Instructions
Commoity

Commodity T &C

Accounting
Posting

Supporting Documerts
Proof of Mecessiy
Document Comments
Document History
Document Reference
Future Triggering

|~

Procurement

Record Date W
BudgetFv: [2ODE
Fiscal Year: W
Feriod TQ—H

Accounts Payable

Document Description el SierEce

Actual Arnount : $65,000.00
Cloged Armount: §0.00

Budget

Procurement Folder

Frocurerment Type ©

FProcurement Type 1D :

Cited Autharity

Accounting Profile

Terms Template

Home Personalize Help

o

33603

:[FAP 111-43.00-5TD

FPersonal Services Contracts-
Standard

:]—
:17

Accessibility

Cloged Date : Caonfirmation Order: [
Default Form - [FO_FORM
Last Print Date : ]—“
Total of Header Attachments 0
Total of All Attachments © 1
r PReference ]
 bContact ]
 PModification ]
 PExtended Description ]
 bDefault Shipping/Billing ]
 PReporting ]
 bDocument Information ]
JTop
[ ew [ Pt Y CoryFowad | Frose ]

Menu

Logout

2

6. Click Copy Forward.
7. The Copy Forward page opens.

8. Enter the following information below the “To Document” line.

Required Fields

Values

Dept Please Refer to your Student ID Card
Unit UNIT
ID Select Auto Number checkbox.

Target Document Type

document.

Ensure the PRC is selected (highlighted in yellow) as the target

)
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» Message Center

+ Search
e Copy Forward
Document Catalog
infoddvartace

» History

» Favorites Category : [PROC Doc Dept - (758

» Administration

10.

11.

12.

13.

14.

Help Accessibility Logout

ADVANTAGE Personalize

dent 01 Procurement  Accounts Pavable  Accounts Re Budget  Cost Accourtine

vahle

From Document

Type: lPOi Doc Unit: W
code:[PONZ ID: [CM1320-Exd
Select Entire Document Wersion ,17
To Document
Doc. Department Code ; l?'587 Document Id ; |

Unit Code : [UMIT Auta Mumbering :

e ey | e e s |

+ PR PRC Pay far Order

L s

T——

First Prev Next Last

Click OK. The new PRC document opens to the General Information section. Most fields on
the PRC should be inferred from the PON2 document.

Click Vendor from the Secondary Navigation Panel. The page opens to the General Information
section.

Enter the following in the Disbursement Options section.

Required Fields Values

Scheduled Payment Date Enter 10 days from today’s date.

Enter the following in the Invoice Information section.
Required Fields Values
Vendor Invoice Number Please refer to your Student ID Card
Vendor Invoice Date Please refer to your Student ID Card

Click Commodity from the Secondary Navigation Panel. The page opens to the General
Information section.

Enter the following in the General Information section on the PRC.
Required Fields Values
Contract Amount Change amount to $2,500

]
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15. Enter the following in the Reference section.

Required Fields Values

Ref Type Partial

16. Enter the following in the Invoice Information section.

Required Fields Values

Vendor Invoice Line Enter 1

17. Click Validate. Check for errors. If errors are present, correct them and click Validate again.
18. Click Submit after all errors have been corrected.

NOTE: In training, the PRC document will submit to “Final”’. However, in eMARS
production the PRC document will be submitted into Workflow for approvals.

19. Click Close to exit the document.
20. Click Home on the Primary Navigation Panel.

NOTE: The Copy Forward to a PRC can be done from a DO, DO2, PO and PO2
substituting the referencing award Document Code/ID number in Step 3.

]
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Generating a PRC from the URCATS

The Universal Requestor Catalog Search inquiry (URCATS) is the starting point for decentralized
Procurement activity. Users will search the Commonwealth’s database of Catalog Items and Master
Agreement Lines to locate their desired items.

If the item or service meets the following three requirements, the user will select the appropriate
commodity code and initiate a Universal Requestor document (UR) for that commodity:

1. Not available on a Master Agreement,
2. Not for a special authority commodity, and
3. The estimated cost exceeds a Department Delegated small purchase authority

If the item is available on a Master Agreement, users will add the items to the Commodity Comparison
where they can update the quantity.

From the Commodity Comparison sheet, users will select items to be added to the Universal Requestor
document (UR). On the Universal Requestor (UR), users will add a document description and any
notes or attachments and then submit the document.

NOTE: Do not add any accounting lines to the UR. Instead add the accounting line to the created
document.(RQS, DO, PRC/PRCI)

Once the Universal Requestor (UR) document has been submitted, the appropriate transactions will be
generated. For items that reference a Master Agreement, a Delivery Order (DO) will be generated. For
Commodity Code line items that do not reference a master agreement, a Requisition (RQS) document
will be generated.

The UR can also generate a PRC or PRCI document. The Commodity Group section of the UR
document has a Create Payment checkbox. If this box is selected, a payment request (PRC) will be
created for that group.

]
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Document Yiew

UR - 095- 05000051- 1- New-

Final

Step 1: Header
Step 2: Accourting Distribution

~" Step 3 Commodity Group
Step 4 Comimod

Step 5 Accounti 3t
Step 6: Comparison »
3%
&%

Step 7 Created Documents
Document Comments

Document Histony
Document Reference

Description

s 1 Reqguests for unstructured commaodity: 10015 (loose)
2 Requests for unstructured commodity: 10016 (loose)
3 Requests for unstructured commodity: 10017 (loose)
4 Reqguests for commodity class: 10000 (loose)

Group Total

FE00.00
F350.00
F200.00
F1:350.00

Actian Meny

Future Triggering

First Prew Go To Mest Last

Group Total

Shipping Location

Description

Count:
Universal Reguestor Group :

Warehouse

Warehouse Description :

Reqguests for unstructured
comrmaodity: 10015 (loose)

1
a
CE00.00

|
m

=

jid e

Reguesting Unit:l

Delivery Date : |

Wihnle Indicator - T

Creste Payment: [

Edit

T Frirt T Copy Fu.wdT Closs ]

)
& calIams

620f 116




eMARS Course 1320 Accounts Payable

Exercise 5 — Generate PRC Using URCATS
Scenario

Your Department needs to pay for uniform rental for employees. A Master Agreement was previously
created by Finance, Office of Material & Procurement Services and is accessible through URCATS.
The accounts payable office will make the monthly rental payment of $500 by creating a Universal
Requestor (UR) from URCATS and generating a PRC for payment.

Task Overview
Generate a PRC payment from a UR document through URCATS.

Procedures

From the Primary Navigation Panel, click Accounts Payable workspace.

On the Secondary Navigation Panel, click Payments with Commodity Detail.

Click Payment against Catalog.

Click UR Catalog Search (URCATS). The Universal Requestor Catalog Search page opens.

In the Search for field, enter Uniform. Best results are obtained by using the Supplier Part
Number from the catalog line of the MA. DO NOT USE the HYPHEN in the Catalog Search. This
will disable the URCATS functionality requiring a server bounce by COT.

6. Deselect all boxes except MA Catalog Items.

SAE I A

NOTE: Deselecting all boxes except MA Catalog Items, ensures the results are only items on
Master Agreement. (also, selecting Menu — Page Help gives helpful hints on advanced searches)

Search Tips for URCATS

e Do NOT use a hyphen “=“. Using this character will produce in undesired results. Use
search criteria that does not include the hyphen. For instance, if you are searching for a
specific Master Agreement number, C-05989898, you should search using just the number
and wildcard, %05989898%. Or, if you are searching for a supplier part number that
contains the hyphen such as AB123-01, search for AB123%.

e Use Supplier Part numbers when possible.

e Stay away from broad searches such as “Cardinal%” or “lkon%”. There are several large
contracts, some with several thousand lines. Using broad searches on these contracts will
take substantially longer.

7. Click Browse.
8. Check the box on the line that contains the MA document (found on your Student ID Card).
9. Click Start New Request.

]
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ADVANTAGE

clent 01

Aocounts Payable
Save Restart Save Al C
Vendor Maintenance
Payments with Commodit
Stand-Alone Payment
I Payment against sweard: 2-v

Payment against Catalog

~" IR Catalog Search (URCL

Payment Management
Checkwriter Processing
Trawvel

Internal Payments

Procurement  Accounts Payable Ao s R vable  Budoet

Universal Requestor Catalog Search

Personalize Help Accessibility

Bravize Claar Fh

wGeneral

Search For: |UNIFORM

Included Sources Master Agreements [~ Irventory [ Commodity Codes [

of Supply: WA Catalog tems v Furchase History [

r bAdvanced

Supplier Part Number | Vendor Name | Alias/DBA | CL Description | Commodity Code | Unit | Unit Price
1 Unifirst Fed Uniforms 93306 $20.00

o Unifirzt Blue Uniforms 93386 F50.00

1 s Unifir=t Crange Uniforms 93386 $50.00

Source
hdd, 758 0500000002
il TEE OE00000002
bl 755 OS00000002

First Prev Mext Last

e et To Curment Regquest Wiew Curent Request Catalog Line Details

10. The Catalog Comparison Sheet page opens. Enter the following information:

Required Fields Values
Request Check the box
Quantity 10

NOTE: Be sure to select the Request check box for item you wish purchase or procure. Otherwise,
the commaodity information will not carry forward to the UR document.

11. Click Create Request.

)
5 calIams

64 0f 116




eMARS Course 1320 Accounts Payable

Catalog Comparison Sheet

fenu Quick Search

Supplier cL
Quantity Part Commodity e De=scription | Unit VYendor Hame AliasTIBA
Description
Humber
O 10.00000 10016 ;?ngsag“a'ﬁ Parts Ea  $IE00 TODD'S COLLECTIBLES Todd Howard

Lalete Save First Prewv Mext Last

Lalete Inzed Copy Paste Search

Shipping Location : I—

Accounting Template : [—
Delivery Date :I

Requesting Unit:l—

Ship whole Indicatar: [
Warehouse :

I Create Request Ii\dd ltem to Request Add Wendar Quaotes

12. The UR document page opens to the Header section.
13. Enter the following information in the General Information subsection:

Required Fields Values

Document Description Payment for uniform rental

Requestor ID Click the Pick List and select StudentXX (where xx is your
Student ID#)

UR - 590- D6000257- 1- New- Draft

~" Step 1: Header [ ction Mo ]
General Information
Contact

Ship/Bill To Lines
Extended Description Load Accounting Profile
Additional Informeti s

~¥General Information

Step 3 C ity Group — ippi ion
St: > Cs::zdn oL Document Name j Shipping Location |39?581
=IEf &1 LOMMBELY -
Step 5 Accounting Billing Location : [357561
; : o — T -
Step B_ Compatizon Document Description - Training Materials--Exercize 2 =]
Step 7- Created Documerts =l % Delivery Date
Document Comments ’
Document History Reguestor D : |th0ward
Document Reference Accounting Profile I

— lzsuer D : [thoward >
ruture Iriggering :
Future Triggerin I > Total of Header Attachments : 0

Total of All Attachments : 0
Generated Docurments Successfully Processed : [
Actual Amount: §140.00

r PContact 1

r bExtended Description 1

r bAdditional Information 1

r PDocument Information 1

Top

[ Sawe Y Umdo [ Pt [ vaidale |  Submi ] Close ]

]
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14. Click Step 3: Commodity Group.
15. Check the Create Payment box.

Home Personalize Help Accessibility Logout

ADVANTAGE

it 01

ble  Budget  Cost Accounting

Procurement  Accounts Payable  Accourts R

Accounts Payable -
s zz UR - 758- 06000000 10- 1- New- Draft

_____ | Action Meru I

Step 1: Header " —
Li D G Total
Step 2. Accourting Distribution s escrigtion [ U
~" Step 3 Commodity Groug &4 ¥ 1 Requests for purchase from agreement: kA 755 0600000002 F500.00
Step 4 Commodit Fitst Prev Go To Next Last
Step S Accounting
Step & Comparizon
Step 7: Crested Documents . B
Reguests for purchase from Reguesting Unit:

Document Comments )
TSR Description agreernent: WM& 758 0600000002 Delivery Dte ,7

Document Reference
Future Triggering SHipwhole Tndicatar: [
Caunt: 1 Create Payment: [w
Universal Regquestar Group 1

Group Total : $500.00

Warehouse |

YWarehouse Description : |

Shipping Location :
r Save T Linds T Print T Valdale T Subrmif T Cloze ]

Menu

16. Click Step 4: Commodity from the Secondary Navigation Panel. The page opens to the General
Information section. The information has transferred from the MA document and® the * Catalog

Comparison Sheet.

NOTE: DO NOT insert Accounting Line(s) on the UR document.

17. Click Validate. Check for errors. If errors are found, correct all errors and click Validate again.

18. Click Submit.

NOTE: In eMARS production, UR documents do not enter workflow for approval and will submit to
a Final phase provided no errors are encountered.

19. Click Step 7: Created Documents from the Secondary Navigation Panel. The page opens and
Line 1 is checked, which displays the generated PRC under the Document ID column.

22. Click the PRC link. The PRC document page opens to the Header section. You will notice the
document is now a New Draft document in the Document Catalog, but all the fields are not editable

23. Click Edit at the bottom of the page. The document is now editable.
24. Click Vendor from the Secondary Navigating Panel.
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25. Click Disbursement Options. Enter the following information in the Disbursement Options Section.

Required Fields Values
Scheduled Payment Enter 10 days from today’s date.
Date

26. Click Invoice Information. Enter the following information:

Required Fields Values
Vendor Invoice Please refer to your Student ID Card
Number

Vendor Invoice Date | Use Today’s Date

27. Click Commodity from the Secondary Navigation Panel.

28. Click Invoice Information. Enter the following in the Invoice Information section.

Required Fields Values

Vendor Invoice Line 1

29. Click Accounting from the Secondary Navigation Panel.
30. Click Insert New Line

31. Enter the following in the General Information Section:

Required Fields Values

Accounting Template Refer to your Student ID card

Subtotal Line Amount $500.00

Click Fund Accounting. Enter the following in the Fund Accounting section.

Required Fields

Values

Object

E136 (Choose appropriate Object Codes, avoid codes with

Miscellaneous or Other in the Description)

32. Click Validate. Check for errors. Correct all errors and click Validate again.

PRC document will be submitted into Workflow for approvals.

NOTE: In training, the PRC document will submit to “Final”. However, in eMARS production the

33. Click Submit after all the errors have been corrected.
34. Click Close to exit the document.
31. Click Home in the Primary Navigation Panel.
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Generating a PRC from the URSRCHMA

The Master Agreement Search (URSRCHMA) inquiry should be used to generate Delivery Orders or
Payments under the following circumstances:

1. You already know the Master Agreement Number or the Vendor from who you will be
making the purchase; and/or

2. The Purchase is primarily for services that are available on a Master Agreement and
you would like to use the two-way match Delivery Order (DO2)

The Master Agreement Search (URSRCHMA) allows users to search for a specific master agreements
by number. Once the master agreement is located, the Select Lines link is used to select lines for the
Delivery Order or Payment document.

To create a payment document, ensure the Payment Type is PRC for an external vendor or and click
the Create Payment link. A draft PRC will open to the header section.

NOTE: For further information, please refer to eMARS 601 General Procurement manual

or see the following steps.

Master Agreement Commodity Search - Select Lines

Menu

Browse Clear % B

Agreerment Code IMA
Agreernent Dept IDQE

Agreemeant 1D IDEDDDDM

- wQuery
M& Commaodity Line ; I
Cormmodity Code:l
Commodity Description :|
L Description :|
- *Results
[T Deliver All Lines Order Type IDO
[T Deliver All Unselected Lines Payment Type IPRC
Com[nodlty Commodity Description C.L : Vendor Vendpr Legal Alias/DBA
Line Description Name
tant Blanc
O 110002 Fountain Pen Fancy  Fountain WOOO001 00022 SHAW'S LA-Z-BOY Wemo  0.00
Fens
Black
u 2 10003 Sharpie Style Markers fdr;arlr(ilfs _ WCODOO100022  SHAW'S LA-ZBOY Memo  0.00
12in a box
First Prew Mest last
pudd Selected Linesto MALS Migw MALS Records Create Delivery Order Create payment Cancel
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Creating a PRC/DO/DO2 from MA Search (URSRCHMA)

Before creating the PRC/DO/DO2 from URSRCHMA, the User must have the MA number and/or
Vendor number (VC or VS) and Supplier Part Number(s).

1.

2.

OR

Open the MA from the Document Catalog and get the VC (vendor number) from the Vendor
Section.

Go to the Commodity Section. Highlight Current Catalog Line. Click on View/Edit Catalog. See
items on the catalog.

Select current Catalog Line, go to Action Menu, Attachments. See the line at the top.

1. Click on Download, Save, choose place to save the catalog on your desktop and give the file
the vendor’s name.

2. Click on Save and then Open. You will need to choose Microsoft Excel to open it.

3. Catalog file will open. See columns and sort Supplier Part Number or Price to locate Supplier
Part Number. Write down the Supplier Part Numbers you will need for the DO/DO2/PRC.

Go to Procurement Workspace.

Click MA Search (URSCHMA) link

Enter VC code or MA Number — Browse

Put Checkmark by MA line, click Select Lines

Select current Commodity Line by putting in a checkmark

Click Create Payment for PRC or Create Delivery Order for DO (if you want a DO2, select the

Document Type form the dropdown above the Commodity Lines)

A PRC or DO/DO2 will open. Fill out the documents as you normally would.

. Put a Description in the Doc Description Field

. Look at the Vendor section, the vendor information inferred from the MA.

. Go to Disbursement Options section and put in the Scheduled Pay Date

. Go to the Invoice Information Section and put in the Vendor Invoice #, Vendor Invoice Date
. Open the Agreement Reference section to view the MA reference

. Go to the Commodity Section. Take out the CL Description and Pricing

. Now put in the Supplier Part Number

. Validate — see the new CL Description and Pricing infer

. Put in the quantity

. Go to the Invoice Information Section. Put in the Vendor Invoice Line number.

. Go to the Accounting Section, Insert New Line, Put in Accounting Template/String and SubTotal

Line Amount. Choose the appropriate the Object Code.

. Validate again to save all information.

To add more Commodity Lines:

y
2
3
4
5.
6
7
8
R

Go back to Commaodity Section.
Copy the first line you pulled in by clicking on the Double Pages icon.
Click on Insert Copied Line.

: Take out the CL Description, Supplier Part Number and Pricing.

Add the next Supplier Part Number that you need to order
Validate

: Add Accounting Line

Validate

epeat these last steps for each Supplier Part Number you need to order.
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General Accounting Expenditure Documents (GAX)

The General Accounting Expenditure (GAX) document is used to make non-commodity-based
payments and, therefore, does not require a reference to an award document. GAX documents can be
used to pay a single vendor or multiple vendors specifying single or multiple accounting lines per
vendor. In eMARS, use of the GAX is limited thru the required Cited Authority field. Only those
departments with proper authorities will be able to create GAX documents. Some allowable authorities
include but are not limited to reimbursements, postage, utilities, agency specific authorities, etc. Single
and multiple vendor GAX documents will use the APO1—Authorize Normal Payment Event Type.

Key Fields on GAX document

Please refer to the following when creating a GAX document.

Secondary Sub- Key Field Required, Comments
Navigation Section Optional or
Panel Inferred?
Header General Cited Authority Required Select appropriate authority for payment.
Information
Document Optional
Description
Record Inferred Will default to current date upon final
Date approval. Users should leave this field

blank and let it infer.

Accounting Inferred Will default to the current accounting period
Period (Budget upon final approval. User should leave
Fiscal Year, these fields blank and let them infer.
Accounting However, users will be required to enter
Fiscal Year and during fiscal year end, Period 13.
Period

Important Notes to Remember Regarding the Header:

e Cited Authority is required on all standard GAX documents and is used to identify the
authority under which the payment is being made. The Cited Authorities available in the
“pick list” are determined by the document code and department.

]
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Home Personalize Help Accessibility Logout

Procurement

Accourts sable LCcounting

Bucet  Cos

Accounts Payable
e GAX - 758- 0600000007

- 2- Modification- Final

! | Action Mar I
Document
" Header Header
General Information &k
Additional Amourts R
Extended Description rvGeneral Information
Document Information - . I
Wendor DocumentName:I j Bank Account
Accourting Replacement: [
Posting Record Date © I £z ) )
Document Comments Linae = Cited Authority © IFAF’ 111-08-00-01
Document History Budget FY: IQDDB CtSves Mo Comp
Document Reference " it f
_—— Existsiltilities/Public Svs
Future Triggering Fiscal Year: IQDDE
Pariod : IB
Document Description - |Ut|||ty payments from February ﬂ
Actual Amaount: $350.00
Closed Amount: §0.00
Closed Date

r bAdditional Amounts ]

r bExtended Description ]

r bDocument Information ]

Top
[ eat Y At [ CopyFoward | Close ]
henu
Secondary | Sub-Section Key Field Required, Comments
Navigation Optional
Panel or
Inferred?
Vendor General Vendor Required | Select from “Pick List”. A different address
Information Customer code may be selected if a different payment
address is available from the vendor record.
Disbursement Scheduled Required | Enter Due Date from Vendor’s Invoice
Options Payment Date
Disbursement Required | Value will default to STM-Sealed Treasury
Category Mailed but may be changed.

]
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Important Notes to Remember Regarding the Vendor Section:

e Vendors are no longer identifiable or searchable by Social Security Number (SSN) or Tax
Identification Number (TIN). Users will have to search for vendors by Legal Name or by system
assigned vendor code. If the vendor has more than one location, the Address Code pick list
can be used to select the proper address/location. If the address is not available, a new
payment address will have to be added through the VCM process.)

e Multiple vendors may be added to the GAX by selecting “Insert New Line” from the Vendor
section.

e The Scheduled Payment Date is the date the vendor expects to receive payment. Checks or
EFTs will be disbursed in enough time to reach the vendor on that date. The Scheduled
Payment date should be set to correspond with the due date on the Vendor's Invoice. If no due
date was supplied on the Vendor’s Invoice, the Scheduled Payment Date should be set to 30
days from the Vendor’s Invoice Date. This value will default to today's date so it is your
RESPONSIBILITY to set the value in the Commonwealth's best interest.

e The Disbursement Category will default to Sealed Treasury Mailed. However, this field may
be selected from the “pick list” by the user. Other categories are, Sealed & Unsealed Agency
Mailed and Sealed & Unsealed Treasury Hold.

e Users will NOT have to select Single Payment checkbox on the document. The disbursement
process will mark all payments as Single Payment.

Procurement

GAX - 758- 0600000007 2- Modification- Final

| Actian Manu I
Document
Header " "
Vendor Line | Yendor Customer Legal Hame Line Amount
" Wandar :
Zeneral Information b4 ~ 1 %CO000q 00003 Kertucky American VWater F350.00
Disbursemert Options: Insert Mew Line Insert Copied Line First Prev Go To Mest Last
Dizcount Terms
Accounting
Pozting Vendor
Document Comments sk
Document Histo ¢ bGeneral Information 1
Document Beference
Future Triggering ~=hishursement Options
Dishursement Category ; [STh EFT Status - MIA
Handling Code I >
Schedule Payment Date ID2,’15I2EIEIE g .
) o On Line Dishursement Rgst: [
Dishursement Priority |99

T Id
Dishursement Type : Check paer I

Disbursement Format : [REG Taxpayer d Type : I 'I

Single Payment: [~ Fay Third Party . [

r kDiscount Terms ]

Top

r Edit T Print T Copy Fomward T Cloze ]

]
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Secondary Sub- Key Field Required, Comments
Navigation Section Optional or
Panel Inferred?
Accounting General For the GAX the Default is APO1—Authorize
Information Event Type Required Normal Payment
Accounting Optional Select appropriate template from “pick list”.
Template
Line Amount Required Enter the amount allocated to this Accounting
Line.
Vendor Invoice Required | The first 30 characters of this value will be
Number printed on the check stub.
Vendor Invoice Required Enter reference to line on Vendor’s invoice.
Line
Can not be zero and must be unique on all
accounting lines
Vendor Invoice Required Enter date Vendor’s invoice was issue.
Date
Check Required Enter descriptive information concerning
Description payment, i.e. Account #s, phone #s for
telephone invoices etc. The first 24 characters
will print on the check.
Fund Fund Required Required Elements are shown. However,
Accounting Dept other Fund Accounting values may be
Unit required by the department. Users should
; check with their respective department to find
Object .
what may be required.
Detail Function Required Required Elements are shown. However,
Accounting other Detail Accounting values may be
required by the department. Users should
check with their respective department to find
what may be required.
&
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Important Notes to Remember Regarding the Accounting Section:

e Although optional, use of Accounting Templates is highly recommended as a quick and
efficient way to populate accounting elements and reduce the risk of errors. Users are able
to edit or enter additional elements in the fund and detail accounting sections. Anything
entered by the user will override defaulted values from the template.

e The Vendor Invoice Number and Check Description fields will print out on the check stub.
These fields should be used to communicate data needed by the vendor to apply the
payment properly. Do not use the Document Description, line description or Extended
Description fields as a means to communicate vendor information. These fields DO NOT
print on the remittance to the vendor.

e For payments which recur on a frequent basis, Future Document Triggering may be used
to establish subsequent payments. A Document Template may also be established.

e Select the appropriate Object Code or “E” Codes for accurate representation of
expenditures. Object Codes or “E” Codes are used to identify the type of expenditures being
obligated against and agency’s budget.

e Avoid Object Codes with Miscellaneous or Other as part of the name when possible.

e Be sure the Object Code selected is represented within the proper Object Type (EX:
Computer Equipment/Hardware has a specific Object Code within Object Types 3, 6 & 7)

e Use the Expenditure Object Classification report within the Statewide Reports/Chart of
Accounts folder or the spreadsheet posted at
http://finance.ky.gov/internal/eMARS/Chart+of+Accounts.htm

e Contact your agency’s Fiscal Officer to determine specific Object Codes when necessary.

]
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Home

Personalize  Help

Bucoet ounting

Accounts Payable
I GAX - 758- 0600000007 - 2- Modification- Final

| Action Menu I

Document View

| Headsr 00 Accounting Line | Line Amount | Line Closed Amount | Event Type

Wendar

+ Accounting 3% v 1 $350.00 $0.00 APOT
General Information Insert Mew Line Insert Copied Line First Prew Go To Nest Last
EE;:V:”:;MM Vendor 1: V£O0000100003 >
Dretail Accounting Ace "
Service Dates &b

Additional Amounts R
Postin r al Informat

Document Comments . .
—0ctmem L-0Mmenmts Event Type : IAPD1 > Budget P IZDDE
Document History w . g
Document Reference Accounting Termplate : |(354321 > Fiscal Year: I2DDE
Future Triggering . J

-~ Period : IB

Line Description : Bank: |G1

I vendor [rvaice Mumber |INV 0E-001

Line Amount IEED'DD Wendor Invaice Line : |1—
R d Funding : - -
gserved Funding : [hlo wendor nvoice Date IDEHDD_DDE
Line Closed Amount: §0.00 ]
Line Closed Date : Tracking Date ! I

Referenced Line Amount : $0.00 ;l
Check Description
[
Special Instructions Code l—
Dishursement Category : [STh,
Billing Frofile :
r PReference ]
- bFund Accounting |

- bDetail Accounting |

r bService Dates ]

- bAdditional Amount .

Top

[T Capy Foward | Close |

Meny
4| | Dbl

)
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Scenario

Exercise 6 — Multi-Vendor GAX Payment

Your Department needs to pay the utility bills for the office building. The accounts payable office will

create a multi-vendor GAX document to pay for Phone, Water and Electricity.

Task Overview

Create a multi-vendor GAX document.

Procedures

1. From the Primary Navigation Panel, click Accounts Payable workspace.
On the Secondary Navigation Panel, click Payments with NO Commodity Detail.

2.
3. Click General Accounting Expenditure (GAX).
4

The page opens. Click Create.

Accounts Pavable

Sawe Restart Sawve Al CI

Stanciard non-Commaodity pa
+ General Accounting Expel
Revenue Refund Paymert
Balance Sheet Payable
Procurement Card Admini
Payment Management
Checkwriter Processing
Travel
Internal Paviments

Procuremert

Document Catalog

Budget

I Create I

wDocument ldentifier

Code : [GAX Unit: |

Dept.:l ID:|

[ BUser Information

r kDocument State

Browse Clear

Open VWalidate Submit Copy

Code | Dept. i Comments | Yersion | Function | Phase
[ Ga¥ 030 UNT 0500000002 Mo 1 Mew Craft
© Gax ors LUMIT 0500000003 Mo 1 Mew Draft
[ Ga¥ 075 UMT 0500000004 Mo 1 Mew Craft
© Gax ors UMIT  CRIT10EXT-05 Mo 1 Mew Draft
[ Ga¥ 075 UMT CMUOEXT-05 Mo 1 Mew Craft
© Gax ors UMIT  CR1T10EXT-09 Mo 1 Mew Draft
[ Ga¥ 075 UMT CMUOEXT-12 Mo 1 Mew Craft
© Gax ors UMIT CRI10EXT-15 Mo 1 Mew Draft
[ Ga¥ 075 UMT CMUOEXT-1S Mo 1 Mew Craft
© Gax ors UMIT  CRITT0EXT-21 Mo 1 Mew Draft

Held
Heled
Held
Heled
Held
Heled
Held
Heled
Held

Heled

21006
210106
21005
210106
21005
210106
21005
210106
21005
210106

| Action Meru |

UserID | Amount
rwvilking 0.oo
awhitenack 0.o0
oo 0,00
Student? 25 125,00
Student? 25 12500
Student? 25 125,00
Student? 25 12500
Student? 25 125,00
Student? 25 12500
Student? 25 125,00

Active

true
true
true
true
true
true
true
true
true

true

First Prew Mext Last
henu

)
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5. Enter the following information.

Required Fields Values

Code GAX

Dept Please refer to your Student ID card
Unit UNIT

ID Select the Auto Numbering checkbox

6. Click Create. The new GAX document opens to the General Information section.

NOTE: Write down the Document ID number. It is found at the top, left of the document. You will
need it in when modifying a GAX document in Exercise 7.

Document ID Number

7. Enter the following information in the Header section:

Values
Choose FAP111-08-00-01 from the pick list

Required Fields
Cited Authority

Accounts Payable -

GAX - 758- 0600000035- 1- New- Draft

| Actian Menu I

Document Yiew
+ Header Header
General Information =13
Additional Amounts

rwGeneral Information

Extended Description
Diocumerit Information - . I
Wendar DDcumentName:l j Bank Atcount:
Accounting Replacement: [~
Pasting Record Date I ] ) )
Document Comments =l Cited Autharity IFAP 111-08-00-0
Document History Budget Fy : I
Document Reference
Future Triggering Fizcal Year: I
Period I
DDcumentDescriptinn:l jl
Actual Amount - $0.00
Closed Amount : §0.00
Closed Date :
 Badditional Amounts ]
r bExtended Description

r kDocument Information

Top

r Save

Y vns [ At J vagse [ swmit [ Clese ]

)
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Vendor 1
8. Click Vendor from the Secondary Navigation Panel. The page opens to the General Information
section.

9. Click Insert New Line.

10. Enter the following information in the General Information section.

Required Fields Values

Vendor Customer Click the Pick List and search for “TeleComp” in the Legal
Name

Address Code Click the Pick List and find 102 Second St

11. In the Disbursement Options section enter the following information.

Required Fields Values

Scheduled Payment Date | 10 days from today’s date

GAX - 758- 0600000035- 1- New- Draft

l Actian Mar I
3 v 0 %C0000100025
Inzert Mew Line Inzert Copied Line First Prev Go To Next Last
Vendor
sk
~wGeneral Information
Wendor Customer : [vCOOO0100025 Wendar Contact 1D ;
Legal Mame : | Yendor Contact Mame :
AliasiDBA | Yendaor Contact Fhone :

Address Line 1 Yendor Contact Email

|
|
|
Address Code |,&.DD|:|1 Yendor Contact Phone Ext. I
|
|
|

1
Address Line 2 ¢ | Fax:
City | Fax Extension
State | =l WWeb Address http:i:

Zip |

Country I
County: I

wDishursement Options

Dishurserment Category I EFT Status
Handling Code :
Schedule PavmentDate:leDE,QElDE RE] andling Code |

]
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12. Click Accounting from the Secondary Navigation Panel. The page opens to the General
Information section.

13. Click Insert New Line. Enter the following information in the General Information section:

Required Fields Values
Accounting Template | Please Refer to your Student ID Card
Total Line Amount $100.00

Vendor Invoice Please Refer to your Student ID Card
Number

Vendor Invoice Line 1

Vendor Invoice Date | Today’s Date
Check Description Acct # 5689

14. In the Fund Accounting section enter the following information.

Required Fields Values

Object E211 (Choose appropriate Object Codes, avoid codes with
Miscellaneous or Other in the Description)

Vendor 1: WCOODDA0D0ZS >

Accounting
+k

wieneral Information

Event Type | I— Budget Fy : I—
Accounting Template : I— Fiscal Year: I—
;I Period : I—

Line Description : Bank - I—

ll Weandaor lnvaice Mumber:

Line Armount: |$1DD'DEI wendor Invoice Ling ;

R ed Funding : -
BEaMY ] I :I Vendar Invoice Date : [3/20/2006
Line Closed Amount

Line Clozed Date :

Wil

Tracking Date :

Referenced Line Amaunt Aot #5E89
Check Description

Special Instructions Code :I
Dishursement Category I

Billing Profile :

PHReference

=Fund Accounting

Fund:l Ob]ect:IEzﬂ OEISA:I

]
gCGI difns 79 0f 116



eMARS Course 1320 Accounts Payable

Vendor 2

15. Click Vendor from the Secondary Navigation Panel. The page opens to the General Information
section.

16. Click Insert New Line.

17. Enter the following Information in the General Information section.

Required Fields Values

Vendor Customer Click the Pick List and search for “Kentucky American Water” in
the Legal Name

Address Code Click the Pick List and find 2300 Richmond Rd

18. In the Disbursement Options section enter the following information.

Required Fields Values

Scheduled Payment Date | 10 days from Today’s date

]
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GAX - 758- 0600000035- 1- Hew- Draft

l Actian Maru I
&b 1 %iC0000100025 TeleCaomg £100.00
&b v 0 %(CO0001 00003
Inzert Mew Line Insert Copied Ling First Frew o To Mext Last
Vendor
Fh
—wiGeneral Information
Wendor Customer |VCEIEIEIEI1EIEIEIEI3 Yendor Contact 1D
Legal Mame : I Yendor Contact Mame :
AliasiDBA | Yendor Contact Phone
Address Code IADI:II:I*I Yendor Contact Phone Ext.

Address Line 1 Wendaor Contact Email

T

|
Address Line 2 I Fax:
ity | Fax Extension
State : | = \Web Address hitp:i
Zip: |
Country I—
County I—
~whishursement Options
Dishursement Categary ; I— EFT Status -
Schedule Payment Date |J1I5EEIEIE Handling Code I

19. Click Accounting from the Secondary Navigation Panel. The page opens to the General
Information section.

20. Click Insert New Line.

]
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21. Enter the following information in the General Information section:

Required Fields

Values

Accounting Template

Please Refer to your Student ID Card

Total Line Amount

$75.00

Vendor Invoice

Please Refer to your Student ID Card

Number

Vendor Invoice Line 1

Vendor Invoice Date | Today’s date
Check Description Acct # 4578

22. In the Fund Accounting section enter the following information.

Required Fields

Values

Object E213 (Choose appropriate Object Codes, avoid codes with
Miscellaneous or Other in the Description)
Wendar 2: WEOOOD1 00003 >
Accounting
#hk

rwGeneral Information

Event Type : I Budget FY I
Accounting Template I Fiscal ¥ear : I

Line Description

;l Fetiod :I
Elank:l

j vendor Invaice Number:l

Line Amount |$?’5.DD

Line Clozed Amount
Line Closed Date :
Feferenced Line Amount

YWandaor Invoice Ling |1

Resenved Funding I j' Yendor Invoice Date |3f20f2|j|35
Tracking Date : I

Aot #4578
Check Description

Special Instructions Code I
Dishursement Categnr\;:l

Billing Profile ;
 bReference
=fFund Accounting
’V Fund : I Ohject: |E211 DBSA I

)
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Vendor 3

23. Click Vendor from the Secondary Navigation Panel. The page opens to the General
Information section.

24. Click Insert New Line.

25. Enter the following Information in the General Information section.

Required Fields Values

Vendor Customer Click the Pick List and search for “Frankfort Plant Board” in the
Legal Name
Address Code Click the Pick List and find 317 W. Second St

26. In the Disbursement Options section, enter the following information.

Required Fields Values

Scheduled Payment 10 days from Today’s date
Date

27. Click Accounting from the Secondary Navigation Panel. The page opens to the General
Information section.

28. Click Insert New Line.

29. Enter the following information in the General Information section:

Required Fields Values
Accounting Template | Please Refer to your Student ID Card
Total Line Amount $78.00

Vendor Invoice Please Refer to your Student ID Card
Number

Vendor Invoice Line 1

Vendor Invoice Date | Today’s date
Check Description Acct # 1256

30. In the Fund Accounting section, enter the following information.

Required Fields Values

Object E212 (Choose appropriate Object Codes, avoid codes with
Miscellaneous or Other in the Description)

]
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Accounting
sk

wieneral Information

Event Type I— Budget FY I—
Accounting Template I— Fiscal YWear: I—
ﬂ Feriod : I—
Line Description ; Bank - I—

j Wendor lrvoice Mumber :I

vendar Invoice Line |1

Line Amount Iﬂi?B.DD

Rezamved Fundin :I vl
g endor lnvoice Date ISQD,QDEIB PR
Line Closed Amount _
Line Closed Date Tracking Date . I E

Referenced Line Amaunt Acct #1266

Check Description ;

Special Instructions Code I
Dishursement Category :I

Billing Profile

PReference

wHund Accounting

Fund : I Ohject |E213 OBSA: I

31. Click Save.
32. Click Validate. Check for errors.
33. Correct all errors and click Validate again.

NOTE: In training, the GAX document will submit to “Final”. However, in eMARS production the
GAX document will be submitted into Workflow for approvals.

34. Click Submit after the document validates successfully.
35. Click Close to exit the document.
36. Click Home.

GAX Clones

There are two GAX clone documents, the GAX2 (General Accounting Revenue Refund) and the GAX3
(General Accounting Balance Sheet Payable). Cloned documents are very similar to the base

document, but have specific, functions, requirements and security assigned. Like the GAX, GAX clones
may have a single or multi-vendors.

The GAX2 will be used solely for revenue refund transactions and will not require a Cited Authority. A
single event type XP09 — Revenue Refund will be allowed on the GAX2 and will default upon validation.

]
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The fund accounting will require a Revenue Source Code be entered. The GAX2 is secured to only
those departments and users who have a need for revenue refunds. It will not require an override for

payment.
’ Sub-Section Key Field Required, Comments
Optional or
Inferred?
Header General Document Optional
Information Description
Record Date Inferred Will default to the current
Accounting accounting period upon final
approval. Users should leave
blank. However, users will be
required to enter during fiscal
year end, Period 13.
Period (Budget Inferred
Fiscal Year,
Accounting Fiscal
Year and Period
Vendor General Vendor Customer Required Select from “Pick List”
Information
Disbursement Scheduled Required Enter Date Vendor is to receive
Options Payment Date refund payment
Disbursement Required Value will default to STM-Sealed
Category Treasury Mailed
Accounting General Event Type Required For the GAX2 the Default is
Information XP09—Revenue Refund
Accounting Optional Select appropriate template from
Template “pick list”.
Line Amount Required Enter the amount allocated to
this Accounting Line.
Vendor Invoice Optional Enter Vendor Invoice Number.
Number First 30 characters will print on
check stub remittance to vendor.
Vendor Invoice Optional Enter reference to line on
Line Vendor’s invoice.
Can not be zero and must be
unique on all accounting lines
Vendor Invoice Optional Enter date Vendor’s invoice was
Date issue.
Check Required Enter descriptive information
Description concerning refund payment.
The first 24 Characters will print
on the check stub remittance to
vendor.
=
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Reference Ref Doc Code Optional May reference a CR document
Ref Doc Dept
Ref Doc ID
Ref Vendor Line
Ref Accounting
Line
Fund Fund Required Required Elements are shown.
Accounting Dept However, other Fund Accounting
Unit values may be required by the
Revenue Source department. Users should check
with their respective department
to find what may be required.
Detall Function Required Required Elements are shown.
Accounting However, other Detail
Accounting values may be
required by the department.

Users should check with their
respective department to find
what may be required.

)
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GAX Clone document --GAX2 Revenue Refund. Notice Fund Accounting section.

Personalize Help Accessibility Logout

Procuretnent

GAX2 - 758- 060000D001- 1- Mew- Draft

- Accounting Line | Line Amount | Line Clogsed Amount | Event Type
~ Accourting -
General Information 3% & 1 $150.00 000 XPD9
Reference Insert Mev Line Insert Copied Line First Prev Bo To Mext Last
Fund Accournting .
Sund Ben s ni \endor 1: YCO000100001
Detail Accourting
Service Dates Act i
A al Amourts Sk

[T — ~wGeneral Information

Document History Event Type : I}{PDB Budget Fy'; |2005

Document Reference

Future Triggering Accounting Template IG?EBDD Fiscal Year: IQDDE
ﬂ Period :I

Document Histm Line Description Bank |G1

Document Reference j
Future Triggering

Wendor Invoice Number:|

Line Amaount : |$15U-UU wendar Invoice Ling :I
Resened Funding : | Mo A wvendor Invoice Date : I e

Document History Line Closed Amount : $0.00
Document Reference Line Closed Date : Tracking Date : I
Future Triggering
Feferenced Line Amount : $0.00 Refund ;|
Check Description
Document Historny LI
Document Reference
Future Triggering Special Instructions Code I
DisbursementCategor\;:lUAM
Document History Billing Profile :
Document RBeference
Future Triggering r PReference ]
~=Fund Accounting
Document Histo Fund : ID1DD Ohject: I QOBSA: I
Document Reference . .
——— Sub Fund : I : I
Future Triggering
Department: 753 Revenue :I
Unit : IUNIT Sub Revenue : I
UL ICI ey
Document Reference o .
pEe T Sub Unit: | CET |
Appr Unit I Sub BSA: I
~=Detail Accounting
Location : Reporting : I Major Pragram ;

Sub Location : Sub Reporing

l—
r r

Activity l— Task: I— Fhase:
l— 7
vy ——

Frograrm ;

Sub Activity Sub Task:

Function : IEI Task Order:

Sub Function :

Prograrm Period :

r PSenvice Dates

I ﬂﬂ

r bAdditional Amounts

Top

[ sawe J undo  J Pt | vaidae J Submt | Ciese ]
Meny

1 | ol

)
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Important Notes to Remember concerning GAX2 documents:

e Cited Authority is not required.

e Vendors are no longer identifiable or searchable by Social Security Number (SSN) or Tax
Identification Number (TIN). Users will have to search for vendors by Legal Name or by system
assigned vendor code. If the vendor has more than one location, the Address Code pick list
can be used to select the proper address/location.

e Multiple vendors may be added to the GAX2 by selecting “Insert New Line” from the Vendor
section.

e The Scheduled Payment Date is the date the vendor expects to receive payment. Checks or
EFTs will be disbursed in enough time to reach the vendor on that date. This value will default
to today's date if nothing is entered.

e The Disbursement Category will default to Sealed Treasury Mailed. However, this field may
be selected from the “pick list” by the user. Other categories are, Sealed & Unsealed Agency
Mailed and Sealed & Unsealed Treasury Hold.

e Users will NOT have to select Single Payment checkbox on the document. The disbursement
process will mark all payments as Single Payment.

e Although optional, use of Accounting Templates is highly recommended as a quick and
efficient way to populate accounting elements and reduce the risk of errors. Users are able to
edit or enter additional elements in the fund and detail accounting sections. Anything entered
by the user will override defaulted values from the template.

e The Vendor Invoice Number and Check Description fields will print out on the check stub.
These fields should be used to communicate data needed by the vendor to apply the payment
properly. Do not use the Document Description, Lind Description of Extended Description fields
as a means to communicate vendor information. These fields do not print on the check stub or
remittance to vendor.

The GAXS3 will be used for balance sheet payables and will not require a cited authority. The allowable
event types for the GAX3 are as follows:

Event
Type Description

APO3 | Authorize Retainage Payment

APO08 | Authorize Unreserved Credit Balance Refund

AP12 | Authorize Escheat Payment

AP14 | Forfeiture of Retainage to Expenditure

AP15 | Forfeiture of Retainage to Undistributed Receipts

AP18 | Asset Payout Authorization *default*

]
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The GAX3 has multiple uses determined by the event types. Users may select the appropriate event
type from the “pick list. If no selection is made, Event type of AP18 — Asset Payout Authorization will
default upon validation. Some event types may require a Balance Sheet Account be entered in Fund
Accounting. The GAX3 is secured to only those departments and users who have a need for such

payments and may require an override by the Office of the Controller.

Secondary | Sub-Section Key Field Required, Comments
Navigation Optional or
Panel Inferred?
Header General Document Optional
Information Description
Record Date Inferred Will default to current date upon 'f|nal
approval. Users should leave this
field blank and let it infer.
Accounting Inferred Will default to the current accounting
Period (Budget period upon final approval. However,
Fiscal Year, users will be required to enter during
Accounting fiscal year end, Period 13.
Fiscal Year and
Period
Vendor General Vendor Required Select from “Pick List”
Information Customer
Disbursement Scheduled Required Enter Date Vendor is to receive
Options Payment Date payment
Disbursement Required Value will default to STM-Sealed
Category Treasury Mailed
Accounting General Event Type Required For the GAX3 the Default is AP18 —
Information Asset Payout Authorization. Other
event types may be selected if
appropriate
Accounting Optional Select appropriate template from “pick
Template list”.
Line Amount Required Enter the amount allocated to this
Accounting Line.
Vendor Invoice Optional First 30 Characters will print on the
Number check stub remittance
Vendor Invoice Optional Enter reference to line on Vendor’s
Line invoice.
Can not be zero and must be unique
on all accounting lines
Vendor Invoice Optional Enter date Vendor’s invoice was
Date issue.
Check Required Enter descriptive information
Description concerning refund payment. The first
24 Characters will print on the check
stub remittance.
&
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Fund Fund Required Required Elements are shown.
Accounting Dept However, other Fund Accounting
Unit values may be required by the
Balance Sheet department. Users should check with
Account or their respective department to find

Object Code what may be required.
Detail Function Required Required Elements are shown.
Accounting However, other Detail Accounting
values may be required by the
department. Users should check with
their respective department to find

what may be required.

G
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GAX Clone document —GAX3 BSA payable. Notice Fund Accounting section.

Home Personalize Help essibility Logout

Buclget  « ounting

Accounts Payable GAX3 - 758- 0600000001- 1- New- Draft

Save Restart Sawve Al CI | Action Meny |
Document Yiew Accounting Line | Line Amount | Line Closed Amount | Event Type

Header "
3 v 1 $100.00 $0.00 AP1E

Wendor
" Accounting Inzert New Line Insert Copied Line First Prew Go To Mest Last

General Information Wendor 1: WCO0000100001 >
Reference

Fund &ccounting Accounting
Dietail Accounting Fh

Service Dates N
Saditionsl Amourts wGeneral Information

Posting Event Type : |AP1 8 Budget Fy |2DDB

Document Comments

Document Historny Accounting Template : IG?SBDD Fiscal Year: I2DDE

Document Reference

Euture Triggering =] Period : |
Line Description : Bank: |G1
Document Comments = wendar Invaice Mumber |

Document History _
Document Reference Line Amount: |$1DD-DD vendar Invoice Ling : |

Future Triggering R o Fundi N
eserved Funding : - -
g:Ma wendar Invoice Date ; I
i Line Closed Amount: $0.00 _
Document C_omments Line Closed Date - Tracking Date : I
Document History . .
Document Reference Referenced Line Armount: $0.00

Future Triggering

Payrent =l

Check Description

Document Comments
Document History Special Instructions Code :I

Document Reference .
Future Triggering Disbursernent Category IUAM

Billing Profile :

Document Comments
Document History r MReference y
Document Reference
Future Triggering - vFund Acco

Fund

0100 Ohject:

omsa:[
supomsa:[
Deptobject:| |
pongccne: |

Document Comments Sub Fund

Document History

. Sub Object:
Document Reference Department :

l—
l—
I?SB Revenue
l—

UMIT

Future Triggering

Unit

Document Comments

Document History Sub Unit I BEA 4117

Document Reference Appr Unit: I Sub BEA

Future Triggering

T

~wDetail Accounting

Sub Function :

Location I Reporting : I Major Program ; I

Sub Location I Sub Reporting : I Frogram : I

Activity I Task: I Phase: I

Sub Activity I Sub Task: I Frogram Period : I
Funetion : IEIAAD Task Order: I

r kSemvice Dates ]

 bAdditional Amounts ]

[ sawe  J undo  J Pt [ Vaidwe J Sumt [  Close ]
4] | o

]
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Important Notes to Remember concerning GAX3 documents:

e Cited Authority is not required.

e Vendors are no longer identifiable or searchable by Social Security Number (SSN) or Tax
Identification Number (TIN). Users will have to search for vendors by Legal Name or by system
assigned vendor code. If the vendor has more than one location, the Address Code pick list
can be used to select the proper address/location.

e Multiple vendors may be added to the GAX3 by selecting “Insert New Line” from the Vendor
section.

e The Scheduled Payment Date is the date the vendor expects to receive payment. Checks or
EFTs will be disbursed in enough time to reach the vendor on that date. This value will default
to today's date if nothing is entered.

e The Disbursement Category will default to Sealed Treasury Mailed. However, this field may
be selected from the “pick list” by the user. Other categories are, Sealed & Unsealed Agency
Mailed and Sealed & Unsealed Treasury Hold.

e Users will not have to select Single Payment checkbox on the document. The disbursement
process will mark all payments as Single Payment.

e Event Type AP18 — Asset Payout Authorization will default on the GAX3. However, other event
types are allowable on the GAX3 and may be selected from the “pick list” by the user.

e Although optional, use of Accounting Templates is highly recommended as a quick and
efficient way to populate accounting elements and reduce the risk of errors. Users are able to
edit or enter additional elements in the fund and detail accounting sections. Anything entered
by the user will override defaulted values from the template.

e The Vendor Invoice Number and Check Description fields will print out on the check stub.
These fields should be used to communicate data needed by the vendor to apply the payment
properly. Do not use the Document Description, Lind Description of Extended Description fields
as a means to communicate vendor information. These fields do not print on the check stub or
remittance to vendor

e For payments which recur on a frequent basis, Future Document Triggering may be used to
establish subsequent payments. A Document Template may also be established.

]
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4 — Advanced Topics

Modifying and Canceling Payment Documents

Sometimes it is necessary to change document information after it has been processed. Changes can
only be made to the Payment Request document before a check (AD) or electronic funds transfer
(EFT) has been disbursed. Once it has been disbursed, modifications or cancellations cannot be
created. Corrections will have to be completed by other means. Accounting corrections can be made by
using JV2E (Cash Expenditure Correction) or the JV2R (Cash Collected Earned Revenue Correction).
Please refer to the eMARS 201 General Accounting manual if further information is needed.

All payment documents with the exception of the PRM and PRMI can be modified using the Edit
feature. All payment documents including the PRM and PRMI can be cancelled.

To create a modification document, the user opens the latest version of the document and selects the
Edit button at the bottom of the page. Once all changes are made and the modification is submitted
and approved, the version of the document will increment by one; the phase becomes Final. All
previous versions of the document will show a phase of Historical (Final).

Recall that PRM and PRMI documents are generated in a “Final” phase during the nightly batch cycle
process. PRM and PRMI documents can be viewed by the user, but can not be modified. Correcting
PRM or PRMI documents may require a cancellation of the PRM or PRMI so the user can modify the
IN document. Once the modified IN has been approved a new PRM or PRMI document will be
generated in the next nightly cycle.

NOTE: When modifying a payment document, use the Extended Description field located in the
Header Section to document the reason for the modification.

The user must notify the Customer Resource Center to cancel a PRM or PRMI. To cancel other
payment documents, locate and open the document through the Document Catalog. From the Action
Menu located at the top of the page, select Edit/Discard. A Cancellation version will be created in
“Draft” phase. The Cancellation must be submitted into workflow. As with modification documents,
once the cancellation document is final, the version will increment by one. All previous versions of the
document will show a phase of Historical (FINAL)

NOTE: Using the Edit/Discard function from the Action Menu on documents in a “Final” phase will
result in a cancellation document. Using this function on documents in a “Draft” phase will delete the
document.

Once the PRM/PRMI has been cancelled, The next step is to modify the IN to make the necessary
changes. Only certain fields can be modified on an IN. Some primary areas that can be modified are:
vendor invoice number, quantity or contract amount, Invoice date partial/final invoice indicator receive
service from and to date. Remember that IN documents do not contain an accounting section.
Therefore, if accounting changes are required, users will either have to modify the referencing
award or use a PRC document in lieu the PRM (PRCI in lieu of PRMI). Using a PRC in lieu of a
PRM is discussed later in this manual.

NOTE: The IN document requires approval and must be submitted and approved the same day the
PRM/PRMI cancellation takes place.

]
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eMARS

Modifications and cancellations will have the following general characteristics:

e Payment documents can only be modified or cancelled before an AD or EFT is issued

e Once the original document is accepted by the system, modifications are made using the Edit
Function. Cancellation can be made using the Discard action function.
Modification documents will require approvals through workflow

e (Cancellation documents other than a PRM or PRMI cancellation will require approvals through
workflow. PRM and PRMI cancellations will submit directly to final status
Modifications made to the original document may also effect any referencing documents

e PRM and PRMI documents cannot be modified but can be cancelled

e Errors will be generated if a user attempts to modify or cancel a payment document that has
already been disbursed (refer to following screen shot)

Unable to Edit the Object field in the GAX document.

Note Error Messages. AD process already ran—EFT generated.

Error Messages
henu
Component Context Severity | Override Mes=sage
Doz _ACTG VEMD =1 ACTG =1 Error Sub Unit cannot be modified because Change Clozed Allowwed is not
il ACTG WEWD =1 ACTS =1 Error Ohject cannot be modified because Change Closed Allowed is not =4
Doz ACTG YEMD =1 ACTG =1 Error Appr Unit cannot be modified because Change Clozed Allovweed is nog
AR DOC ACTG WEMD =1 ACTG =1 Warning Accounting Line closed - modification iz not allowed. (A1805)

]
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Exercise 7 — Modify GAX document
Scenario

After creating the multi-vendor GAX for payment of utilities, the accounts payable manager realized the
wrong object code and amount was used for the Telephone bill. Since there has not been a
disbursement created for the GAX document from Exercise 6, a modification can be created to correct
the object code.

Task Overview
Modify a GAX document.

Procedures
2. Open the Accounts Payable Workspace from the Primary Navigation Panel.

From the Secondary Navigation Panel, Click the Payments with NO Commodity section

3
4. Select General Accounting Expenditure (GAX)
5. The page opens. Enter the following information:

Required Fields Values

Code GAX

Dept Please Refer to your Student ID Card

Unit UNIT

ID Enter the ID number that you wrote in Exercise 6
Click Browse.

Click the ID_number to choose that document. The GAX document opens to the General
Information section in the Header.

8. Click Edit.
DVANTAGE 5 2 S
rocure a vable  Accounts ivable udcet  Cost rtinc
GAX - 758-
| Information

Additional Amounts Header
Extended Description =y

r al Infor)

Docurment Mame %I ElankAccUum.I
Replacemen i
Record Date : [05/2272006 Cited Authority : [FAR 111-08-00-01
Budget Fy I2DDB CtSves Mo Comp
ExistsiUtilities/Public Svs
Fiscal YWear: IZDDEE

Feriod |9

Document Description

K1

Actual Amount © $253.00
Closed Armount @ $0.00
Closed Date

_bAdditional Amounts 1

 bExtended Description ]

 PDocument Information ]

Top

]
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9. Open the Extended Description Section.
10. Enter the following as the reason for the modification

Required Fields Values

Extended Amount and object code were incorrect for Vendor line 1.
Description

11. Click Vendor from the Secondary Navigation Panel. The page opens to the General Information
section.

12. Make sure Vendor 1 TeleComp is selected.

" I\m\ ADVANTAGE Home  Personalize  Help  Accessibility  Logot

O 1er ! X e Budget 1 i

Document View GAX - 758- 0600000036- 3- Modification- Draft
Header .
- Action Manu
~ Wendor ;J
General Information
Dishbursement Options -
Dizcourt Terms &b v 1 WC0000100025 TeleComp $100.00
Accounting H
Postineg
Document Comments RS 3 WCO0o01 o004 Frankfort Plant Board F75.00
Loneiman Hen Insert Hew Line Inser Copied Line First Prev Go To Nest Last
Document Reference
Future Triggering

Vendor Line | Yendor Customer Legal Hame Line Amount

Vendor
sk
~wGeneral Information
vendor Custormer: IVCDDDD1DDD25 Wendaor Contact ID :I
Legal Mame : ITeIeComp Wendar Contact Mame :I
AliasiDBA | Wendaor Contact Phone :|
Address Code |ADDD1 Wendor Contact Phaone Ext. l—
Address Line 1: |102 Second St Wendar Contact Email :|
Address Line 2 | Fa: |
City |Frankf0r1 Fax Extension : l—
State: [Kentucky 7] Wb Address hitp:i: |
o —
Country IUS—
County: l—

13. Click Accounting from the Secondary Navigation Panel. The page opens to the General
Information section.

14. Change the Line Amount to $68.00.

15. Open the Fund Accounting Section, change the Object field to E815. (Choose appropriate
Object Codes, avoid codes with Miscellaneous or Other in the Description)

16. Click Validate. Check for errors. If errors are found, correct them and click Validate again.

]
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NOTE: If an error message appears Accounting Line closed - modification is not allowed, then
the Automated Disbursement Process has already been run. Therefore, a payment document
cannot be modified, as an EFT or check (AD) as been generated.

NOTE: In training, the GAX document will submit to “Final”. However, in eMARS production the
GAX document will be submitted into Workflow for approvals.

17. Click Submit after all the errors have been corrected.
18. Close the document.
19. Click Home on the Primary Navigation Panel.

]
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Probable Errors with a Matching Payment Request (PRM/PRMI) document

As described in a previous section, the Payment Request Matching (PRM/PRMI) documents generated
during the nightly cycle are created based on the matched quantities and final/partial indicators from the
Matching Status (MATA) table. The PRM/PRMI documents do not require approval and will be
submitted to “Final” phase during the nightly batch cycle process.

On occasion PRM/PRMI documents may have an error that causes it to “Reject”, thus requiring an
agency user to take action to fix the problem. Some examples of errors that may cause a PRM/PRMI to
“Reject” include, but are not limited to:

A. Payment Service Dates not within Referenced Encumbrance Service Dates

o The service to and from dates on the IN do not fall within the service to and from dates
on the reference award.

B. No Accounting Lines loaded on PRM — Likely reasons:
o Award was either converted or created without accounting lines.
o A PRC was previously entered to close the award

o The award was modified to adjust the accounting lines (i.e. change the accounting
distribution on a partial paid award to close out a single accounting line on an award).

C. PO Requires a Receiver/PO Requires an Invoice — Likely reasons:

o Ainvoice or receiver was entered and the PO was later modified to change or adjust the
commodity quantities or amounts

D. Accounting related errors — Likely reasons:
o Budget or cash related errors
o Closed or inactive Chart of Account values (i.e. activity or program codes)

The PRM/PRMI cannot be modified. Some errors like Bullet A can be corrected by modifying the IN and
changing the service to and from dates in the commodity section. To correct most errors, however, a
PRC/PRCI will need to be created referencing the corresponding award and invoice information. To
establish a PRC/PRCI in lieu of a PRM/PRMI, open the award document and Copy Forward to the
PRC/PRCI. The award reference will be inferred in the Commodity/Reference section. Users should
also enter the reference to the Invoice (IN) in the Commodity/Invoice Information section. When the
award and invoice are properly referenced the match is complete. The PRC/PRCI will be reflected on
MATA and the PRM/PRMI will not continue to generate.

NOTE: If the IN is not properly referenced on the PRC/PRCI, the PRM/PRMI will continue to
generate during the nightly cycle. At this point, the IN must be cancelled to prevent the PRM/PRMI
from generating.

In some instances, accounting related errors may be corrected and subsequent PRM/PRMI documents
will not reject. For example, a PRM rejects during the nightly cycle due to insufficient budget. The
following business day, the budget account is increased by a transfer of funds. During the next nightly
cycle a new PRM is generated in “Final” phase because budget is sufficient.

]
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NOTE: When PRM/PRMI document rejects during the nightly cycle, the matching process is not
complete. Therefore, if the rejected document is not addressed, another PRM/PRMI document will be
generated during the next nightly cycle and replace the previous PRM/PRMI. This process will
continue until the department addresses the errors. It is the department’s responsibility to check
for rejected PRM/PRMI documents daily on the Document Catalog.
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Exercise 8 — Create PRC for Rejected PRM
Scenario

In checking the Document Catalog, your Department’s accounts payable manager realizes a PRM was
rejected due to inactive budgets and should have been paid from a different Object Code. Since
PRM’s can not be modified, the accounts payable office will override the PRM by using the copy
forward function to create a PRC and reference the IN.

Task Overview
Create a PRC for a rejected PRM.

Procedures

1. Click Search from the Secondary Navigation Panel. Open the Document Catalog
2. Enter the following information:

Required Fields Values

Code PRM

Dept Please Refer to your Student Card
Unit UNIT

Status Rejected (in Document State Section)

"Il\i\}\ ADVANTAGE Home Personalize  Help  Accessibilty  Logout

it 01 Procurement — Accounts Pavable Accourts Receivable Budoget Cost Accounting

Message Center

|

|~ Search

7 S Document Catalog

Page Search
| Documert Catalog Lreste
|DTOASCVETTECE

[ \nfoAdvama (= &b

|» History

|» Favorites rwDocument Identifier

|» Administrati .

Lol Code : [PRM Unit: JURIT
Dept.: [758 Io:|
 bUser Information ]
~vDocument State
Functmn: Status || Rejected v

Phase: -
Browse Clear
| Action Merui |
Open Walidate Submit Copy
Code | Dept. | Unit 1D Comments | Version | Function | Phase | Status Date | User ID | Amount | Active

I:‘ POR2  7SE UMIT 0800000001 Mo 1 Mew Drraft Held 2HOMNE  kzigmer  BS000.00 true
I:‘ PORZ 736 URIT  0S00000002 Mo 1 Mewr Final Submitted 32106 rkefiner 6300000 irue
[ ponz 758 URIT  0B00000003 Mo 1 Mew Draft Heldl 32306 hreed 0.00 true
I:‘ POM2 756 UMIT  Ch1320.EX4 Mo 1 Mew Fireal Submitted 32206 rkeftner 6500000 true
First Prev Next Last
Menu

]
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3. Click Browse.

!A DVAN T‘AGE Home Personalize Help Accessibility Logout

dert 01 Procurement  Accourts Pavable Accourts Receivable Budget Cost Accourting

' » Message Center
| -
pll Document Catalog
age Search
Document Catalog Creste

| infoldvantace éh
|» History
|» Favorites ~*Document Identifier

|» Administration Code : [FRM Uniit: [JUNIT

Dept.: 1758 ID:|

 MUser Information

rwDocument State

Function Status | | Rejected

Browse Clear

| Actian Menw I
Open Malidate Submit Copy
Code | Dept. | Unit (] Comments | Version | Function | Phase | Status Date | User ID | Amount | Active
D PRM 758 UMIT  PRMOE00O00004 Mo 1 Mew Diraft Rejected 372206 breed 1000 true
D FRM 758 URIT  PRMOS0000000:5 Mo 1 Mewr Drraft Rejected 32206 bresd 1000 true
[0 PRM 7aa UMIT  PRMOGI000000G Mo 1 Mew Drraft Rejected 3722006 breed 1000 true
[] PrRM 758 LURIT  PRMOGOI0000007 Mo 1 Meswe Drraft Rejected 3522006 breed 1000 true
[ PRM 753 URIT  PRMOGI000000S Mo 1 Mew Drraft Rejected 3722006 breed 1000 true
D FRM 758 UKIT  PRMOE0O00000S Mo 1 Mew Drraft Rejected 32206 breed 1000 true
D FRM 758 URIT  PRMOE00000010 ko 1 Mew Drraft Rejected 32206 breed 1000 true
[] PRM 753 LURIT  PRMOGOI0000011 Mo 1 Meswe Diraft Rejected 3022006 breed 1000 true

4. Click the Document ID number of any of the Rejected PRM documents. The PRM document
opens to the General Information section. Note the error(s) on the rejected PRM.

Close PRM document.

Search for the PO2 award document using the Document Catalog. Enter the following
information.

Required Fields Values

Code PO2

Dept Please Refer to your Student ID Card

Unit UNIT

ID Please Refer to your Student ID Card

Status Remove “Rejected” from the Status field located in the Document
State Section

Click Browse.

Click the Document ID number to select the PO2 award document. The PO2 document opens
to the General Information section.

9. Click Copy Forward. The Copy Forward page opens.

]
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Home Personalize

» Message Center

urement  Accourts Payable  Acc s akle udget o 0Lnting

+ Search
o Copy Forward
Document Catalon Meny
[C From Document
» History
> (RO e Categary: IF'R‘OC Doc Dept: I?SB
» Administration
Type IF'O Doc Unit : IUNIT
Code: [PO2 D+ {0600000001
Select Entire Document: W Version:|1
To Document
Doc. Department Code : I Document Id |

Unit Code :I Auto Mumbering . [T

Target Doc Type | Target Doc Code Description

FE FE Evaluate Purchase Croer

T T Terminate Purchase Order
~ PR PRC Pay for Order

PR PRC2 Pavy for Crer

PR PRCI Pavy for Crder Internal

PR CEC Correct Encumbrance
First Prew Mext Last

10. Enter the following information below the “To Document” line.

Required Fields

Values

Dept Please Refer to your Student ID Card
Unit UNIT
ID Select the Auto number checkbox

Target Doc Type

Select PRC from list (should be highlighted in yellow)

11. Click OK.

12. The new PRC document opens to the General Information section. Most fields on the PRC will
be inferred from the PO2 document.

13. Click Vendor from the Secondary Navigation Panel. The page opens to the General
Information section.

14. Click Disbursement Options. Enter the following information.

Required Fields Values

Scheduled Payment
Date

10 days from Today’s date

15. Click Commodity from the Secondary Navigation Panel. The page opens to the General
Information section.

)
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16. Enter the following information in the General Information Section.

Required Fields

Values

Contract Amount

Change the contract amount to $10.00 Note: This amount
matches the IN document.

ADVANTAGE

F 788 06
Document View
Header
Wendar
Accourting Distribution
" Commocity
General Information
Reference
Invoice Information

PRC - 758- 0600000017- 1- New- Draft

Procurement

Personalize Help

Commodity

Commodity Line

% By v

CL Description

1 Mop Cleaning Service

Commodity | Guantity | Line Type

95410

0.00000 Service

Inzert Mew Line Inset Copied

Line

Agreement Reference
Discourt Terms
Additional Amourts
Tae Information
Fixed &zzet Information
Accounting

Accounting
it Com

ocument Referenc
d Asset Informat
Accounting
Lal]

Posting

Document Comments
Document History
m

ixed Asset Informeati

Accounting

d Asset Informat
Accounting
Posting

Document Comments
Document History
Document Reference
Accounting
Posting
Document Comments
Document History
Document Reference
Future Triggering

| Action Marut |

First Prew Go Ta Nesxt Last

Wendor 1 WCODDD000ZG >

sk

Accessibility

~wGeneral Information
CL Description

comrmodity

Line Type
Quantity

Unit of Measure
Uit Price

Discount Unit Price

Caontract Amount

Iterm Amount

Supplier Part Mumber :

Commodity Description

Description :

Maop Cleaning Service

50

Stock ltem Suffix

d Received Service Fraom Date
Received Service To Date
Tax Profile

Accounting Profile

Mop Cleaning Service

PCard IO

L]

T
T
=&
=&

Cardholder Mame :
FCard Expiration Date

:ISerwce 'l

:|n.0o00o

=

“Js0.00

“Js0.00

:|1D.DD

2§0.00

Total Tax Amount
Total lterm Amount
Closed Amount

- §0.00
£ §2,000.00
- §0.00

I3

Reconciliation Sequence

Account Murmber

Reconciliation Status

Kl

Receipt Date :

Comments

Lock Order Specs
Lock Catalog List Price

[ bReference

 Pinmvoice Infor

 bagr

it Reference

r bDiscount Terms

 PAdditional A it

 bTax Information

 PFized Asset Informati

r Save

T e [ mint [ vaidae |

Submit |

Cloze ]

17. Click Invoice Information. Enter the following information:

)
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eMARS|:

Required Fields Values
Invoice Doc Code IN

Invoice Doc Dept Please Refer to your Student ID Card

Invoice Doc ID Please Refer to your Student ID Card

Invoice Doc VL 1

Invoice Doc CL 1

Vendor Invoice Line 1

NOTE: The Vendor Invoice Number, Line and Date will be inferred from the IN document once the
PRC is validated.

Personalize  Help  Accessibility  Logout

ting

Commodity Line | €L Description Line Type
3% v 1 Mop Cleaning Service 95410 000000 Service
Insert Mew Line Insert Copied Line First Frew Go To Mext Last
Wendor 1: VCODDOA0D02E >
h
r wGeneral Information
. |Mop Cleaning Service ;I Received Sewice From Date IDB.-QB.QDDE B
T = CL Description : _I
&% Information = N i
Firod fomet Iniormation _ Received Service To Date IDB;QB.JQDDE B
e Commodlw:IBSMD
Tax Profile I
m e n Stock Itermn Suffix
OCUImern OmMments
Document History SupplierF’ar‘tNumber:l Accounting Profile I
Document Reference - - = PCard ID |
Fixed Asset Information Mop Cleaning Service =
Accourting Comrmodity Description : Carghnider Name
FCard Expiration Date
Document Comments =l Account Mumber
Document History
Document Reference ;I Reconciliation Sequence I
Fixed Ssset Information Description Reconciliation Status
Accourtineg
=l Receipt Date I ||
Document Comments . . -
(e e [T Line Type : IServme - =]
Document Reference Guantity : [0.00000 Comments
Fixed Asset Information
Accounting UnitofMeasure:l =
Document Comments Unit Frice : |$D on Lock Order Specs : [T
Document History Lock Catalog List Price I ~
Document Reference Discount Unit Price |$D.DD
Fixed Asset Information
Accounting List Price |E|.DD
Document Comments contract Amount - [10.00
Document History ltermn Armount @ $0.00
Document Reference Use Tax Amount - $0.00
Fixed Asset Information
Accounting Tatal Tax Armount @ $0.00
Total tem Amount © $2,000.00
Document Comments Closed Amount - $0.00
Document History
Document Reference
- wlnvoice Information
Document Comments
Document History Invoice Doc Code I Wendor Invoice Murnber: I
Document Reference
Future Triggering Invnice Doc Dept I Wendar Invaice Line :
Iwoice Doc 1D I “Wendor Invoice Date
Invoice Doc WL ID Tracking Date
Invoice Doc GL ID
Agreement Reference
- bDi Terms 1
 kAdditional Amounts 1
r kTax Information 1
 PFixed Asset Information 1
Top
Save | Unds | Prm__ ) vavdate J  Submt | |
Menu
~[ 4] I m

)
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18. Click Validate. Validating will infer the Accounting information

19. Click Accounting from the Secondary Navigation Panel. The page opens to the General
Information section.

20. Click Fund Accounting. Enter the following information.

Required Fields

Values

Object

E312 (Choose appropriate Object Codes, avoid codes with
Miscellaneous or Other in the Description)

ADVANTAGE

¥endar
Lccourting Distribution
Commodity
~" Accourting
General Information
Reference

Personalize

Home Help  Accessibility

Procurement  Accounts Payable  Accounts Rec CoLnting

PRC - 758- D600000017- 1- New- Draft

Accounting

Accounting Line | Total Line Amount | Line Closed Amount

3% By v n

| Action Manu I

Outstanding Amount
F0.00

Inzert Mew Line Inserd Copied Line

Fund Accounting
Dretail Accourting
Additional Amounts
Extended Diescription
Fosting
Document Comments
Document History
Document Reference
Future Triggering

Document Comments

Document History
Document Reference

Future Triggering

Document Comments

Document History
Document Reference

Future Triggering

Future Triggering

First Prewv Go To Mext Last
Commodity 1: 95410 >

sk

r*General Information

Event Type :I
Accounting Template :I
ElankAccclunt.I

Sub Total Line Amount:l
TaxAmount:I
Use Ta}{Amount:I

Total Line Amount

Line Description : I

Budget FY I
Fiscal Year I

Feriod

Check Description

]

Special Instructions Code
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21. Click Validate. Check for errors. Correct errors if found and click Validate again.

NOTE: In training, the PRC document will submit to “Final”. However, in eMARS production the
PRC document will be submitted into Workflow for approvals.

22. Click Submit after all the errors have been corrected. Click Close to exit the document.
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Miscellaneous Vendor Payments

In eMARS there will be four miscellaneous vendors established for use when the vendor is not
registered with the Commonwealth.

NOTE: A miscellaneous vendor code should be used only for one-time purchases with the vendor.
If the department anticipates using the vendor in the future, the vendor should register with the
Commonwealth. Vendor Registration is discussed in the General Procurement course materials.

Miscellaneous Vendor Codes are provided below:

Vendor Code Organization Type
ZZMISCINDV Individual
ZZMISCCORP Corporation
ZZMISCPART Partnership
ZZMISCOTHR Other (use with government, non-profit)

Users will be required to enter the Legal Name, Address Line 1, City, State and Zip in the
Vendor/General Information section. In addition, if a 1099 reportable object code is used, then the
Taxpayer ID and Taxpayer ID Type will be required. Using a 1099 reportable object code with a
miscellaneous corporation will not result in a 1099 to the vendor as corporations are not issued 1099’s
for tax purposes.

NOTE: It is the responsibility of the user to know under which Organization Type the vendor falls and
select the appropriate vendor code.
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Manual Disbursements and Federal Wire Transfers

A Manual Disbursement (MD) document is used to record or generate a manual check, mostly for
emergency payments. MD documents should be used appropriately.

If the MD payment will stem from an award with stipulated Terms and Conditions, a (PRC) must be
created via the Copy Forward feature (Exercise 4 in this manual) and then be referenced on the MD to
complete the audit trail and show liquidation of the award. Once the PRC is approved to Final, you will
Copy Forward to the MD document to create the Check/EFT. When the MD references a PRC from an
award, the Scheduled Payment date on the PRC should be set to at least 10 days in the future to allow
for the MD transaction to complete before the AD/EFT is created from the PRC. All MD documents will
be sent through Workflow to Statewide Accounting Services and Treasury for approval. Please allow
sufficient time for these approvals.

An MD document will be used to either create a physical check or to record the accounting transaction
associated with a Federal Wire Transfer or investment purchase.

MD documents that result in a physical check will be printed on-demand by Treasury after the MD
document has been through workflow and is submitted to Final on the Document Catalog. Treasury
must initiate the print job from within each MD document.

MD documents used to record Federal Wire Transfers and investment purchases do not result in a
physical check, as the money has already been wired electronically. To record these types of
transactions, the Adjusting Entry flag is selected on the Header of the MD document so a check
number will not be issued and the Check Reconciliation table will not be updated. Additionally, Event
Type ‘DI57’ should be used on these types of transactions.

A video on how to create a Manual Disbursement document is available on the eMARS website.
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Vendor Intercept

Payment Intercepts is the process of intercepting a vendor's payment when the vendor has an
outstanding debt to the Commonwealth.

Every evening, during the Automated Disbursement process, each payment that is eligible for vendor
intercept will go through the intercept process. Manual disbursements, MD documents, do not go

through the vendor intercept routine.

EFT payment requests that are intercepted will be converted to a check. This will enable the check stub
to contain relevant information for the vendor regarding the intercept and contact information if the
vendor has questions about the intercept. If the full amount of the payment is intercepted, the vendor
receives a voided check with the intercept information explained on the check stub. If a partial amount
is intercepted, the vendor receives the balance of the payment and the intercept is explained on the
check stub.

The INTA table provides information on intercepted checks.
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5 — Payment Management

Disbursement Process and Disbursement Detail Query (DISBDQ)

Through the Automated Disbursement process checks (AD) and Electronic Funds Transfers (EFT),
documents are generated based on the scheduled payment date on the payment document. The
Automated Disbursement process selects authorized payments, validates, and processes payment
adjustments such as discounts and posts payment transactions. In eMARS, a single disbursement (AD

or EFT) will be generated per vendor per payment document.

The Disbursement Detail Query (DISBDQ) table is where the user can find information about

processed disbursements. Users will be able to locate and view disbursements by disbursement

document ID, payment document ID, vendor code or check or EFT number.

Disbursement Detail Query

henu

Browse Clear

Disbursement Doc Type : I_;l Wendaor Code I
Disbursement Doc Code I— Fayee Code : I—
Disbursement Doc Dept I— Yendaor Invoice Murmber |

Dishursement Dac 1D I CheckiEFT: I

Fayment Request Doc Code . |

Fayment Request Doc Dept I

Fayment Request Daoc 1D |

-

Disbursment Payee L Vendor Contact

Invoice Invoice Line Humber

Doc ID Indicator

Check /
EFT

Number
Copy First Prev Mest Last

Lishursement Queny

Check Reconciliation and Cleared Checks

Users can search the Check Reconciliation (CHREC) table and Paid Check (PDCHK) table using the
check number. The CHREC table contains checks that have not cleared. Once cleared, checks will

appear on the PDCHK table with a cleared date.
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Rejected Disbursement Documents

Through the nightly Automated Disbursement process checks (AD) and Electronic Funds Transfer
(EFT) documents are created and submitted to a final status provided no errors are encountered. The
Automated Disbursement process selects authorized and scheduled payments, validates and
processes payment adjustments such as discounts. In eMARS, a single disbursement (AD or EFT) will
be created per vendor per payment document.

When the payment document is created budgets from all accounting lines are validated to ensure
adequate funds are available. Upon creation of the AD or EFT document, both cash and budgets are
validated. If funds are not available in either cash or budget for any accounting line, the disbursement
document will reject. All AD’s and EFT’s in “Reject” status will be deleted during the nightly cycle and
an AD/EFT Exception Report will be generated listing payment documents where the AD or EFT
rejected.

NOTE: It is the responsibility of the department’s fiscal officer or their designee to ensure all errors are
corrected so that the payment will disburse. This may require modifying the payment document to
reflect a budget where funds are available.

The AD/EFT Exception Report will be posted to the eMARS website: http:/finance ky.gov/internal/emars/
every morning. Each department’s Fiscal Officer should ensure this report is reviewed daily.
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6 — Session Summary

19. Matching Payments

Two-way matching is primarily used for service contracts (excluding PSC and MOA). Two-way
matching award documents are the PO2, DO2 and CT2. An IN document is required for two-
way matching. A PRM or PRMI document is automatically generated during the nightly batch
cycle, once the IN document is submitted.

Three-way matching is used for award for the purchase of goods. Three-way matching award
documents are the PO, DO and CT. The IN and RC documents are required for three-way
matching A PRM or PRMI document is automatically generated during the nightly batch cycle,
once the IN and RC documents are submitted.

Recurring Payments—Future Document Triggering (FDT) allows the user to set up, maintain
and trigger the creation of IN, PRC or GAX documents on a user-defined frequency.

A PRMI document is created through the matching process when the referencing award is with
an internal vendor. Internal document payments transfer funds between departments based on
the Event Type and can be viewed via the Posting section of the document.

On the MATA table, the user can view what has been received, invoiced and paid against an
Award document that is eligible for the on-line matching process.

Users can copy forward to a PRC as an alternate method of payment when matching is not
feasible.

20. Non-Matching Payments

The Proof of Necessity Agreement (PON2) document is used to establish PSC and MOA
awards. To make payments against a PON2, users should copy forward to a PRC (for external
vendors).

PRC documents can be generated for payments against Master Agreements (MA) via URCATS
or URSRCHMA. You are able to search for items on a MA document on the URCATS table. A
UR document is created which can generate a PRC to pay for the item. URSRCHMA can also
be used to generate a PRC document for payment.

GAX documents will be used to make Non-Commodity based payments and do not require a
reference to an award document. A cited authority will be required on the GAX document.

The GAX2 will be used for revenue refund payments.

The GAX3 will be used for balance sheet payables.

21. Advanced Topics

Modifications and cancellations can be created for payment documents prior to the automatic
disbursement process.

The PRC/PRCI can be used in lieu of a PRM/PRMI when the PRM/PRMI rejects during the
nightly cycle.

Miscellaneous Vendor Codes can be used for one-time payments to a vendor.

Payment may be intercepted if the vendor has an outstanding debt to the Commonwealth.

MD documents are used for manual disbursement and federal wire transfers.

22. Payment Management

DISBDQ may be used to locate and review disbursed payments.
CHREC and PDCHK can be used to view check information.
The AD/EFT Exception Report will be posted daily. Department Fiscal Officers should review.
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23. Summary of eMARS Payment Process.

Accounts Payable
Invoice Payment
Doc Docs

Two-Way
Match’
Three-Way
Match

Non-
Matching
Non-
Referencing
Non-Matching
Catalog
Payment

PRM

' Copy Forward to a PRC/PRCI can be used as an alternate to matching
? Includes GAX2 and GAX3; single and multi-vendor
* MA referenced through UR or URSRCHMA
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Review Questions

Question #1: Which table can be used to generate a PRC document?

A URCATS
B URSRCHMA
C All of the above

Question #2: Standard GAX documents require a cited authority?

A

True

False

Question #3: What fields will print on the check stub or remittance to vendor?

A | Line Description

B | Check Description

C | Vendor Invoice Information
D |A&C

E [B&C

Question #4: How do you create a PRC document from a PON2?

A | This is not possible
B | Copy Forward
C | From the URCATS table

Question #5: Receiving documents are required in two-way matching.

A

True

False

Question #6: Which statement is true regarding the GAX2 and GAX3 documents?.

A | They do not require a cited authority
B | Multiple vendors may be added

C | They are clones of the GAX document
D | All of the above

[0
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Question #7: When can a payment document be modified or cancelled?

A Before the Automated Disbursement process is run,
B | After the Automated Disbursement process is run
C It can never be modified or cancelled.

Question #8: PRM documents can be cancelled but not modified.

A

True

False

Question #9: What table displays items ordered, received, invoiced and paid?

A Matching Status (MATA)
B Disbursement Detail Query (DISBDQ)
C Future Document Triggering (FDT)

Question #10: Accounting Templates can be used as a quick and efficient way to populate accounting
elements and reduce the risk of errors?

A

True

B

False
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